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Important Notice

TaiRox does not warrant or represent that your use of this software will be uninterrupted or error-free or that the
information in this document is completely accurate. TaiRox expressly disclaims all warranties, representations,
conditions and guarantees of any kind including, but not limited to warrantees for merchantability or fitness for a
particular use.




About This Document

This document describes the demo Traffic Control Dispatch site for a
fictitious company, Alpha Traffic. A central dispatch operation dispatches
people and trucks to Alpha jobs.

Traffic Control Dispatch Program Options

Traffic Control Dispatch is a highly versatile dispatch system that provides
a large range of program options. Please keep in mind that the program
features in this demo site represent a “typical” deployment, and do not
include all program options.

You can see information about optional features in the appendixes of this
guide.

Also, keep in mind that users with different job roles might see different
program features. For example, dispatchers may see truck details needed
for dispatch, but be unable to see lease information or to edit historical jobs
or set up new users.

Alpha Traffic

The Alpha Traffic logo that appears on the demo Traffic Control Dispatch
site will be replaced by your own company’s logo when your site goes live.
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TCP Dispatch Demo User Guide

Introduction & Guidelines

The Traffic Control Dispatch program is a web-based application that stores data. Like other
applications that store data (paying bills at your bank, checking out a shopping cart), there are
several limitations put in place for security or performance reasons. Here are a few points worth
noting.

Guideline: Avoid the Back Button

You may be familiar with a message “page has expired” when paying bills or in other
applications where what is shown on the web page must match the state of the web site.

The dispatch program will usually display a “page expired” message if you press the Back-
button in your browser at an inappropriate time.

demo.tairox.com says

Web form has expired! You cannot submit a form accessed by your

browser's back button.

Guideline: Always click on the Logout link to close down Traffic Control Dispatch

Browsers can always be closed by pressing the X in the upper right-hand corner of the window,
but the web site doesn’t know you have done this and keeps your session active.

If this is done dozens (or hundreds) of times in a matter of minutes, performance will be affected
and/or the web site may use up its available memory.

AI ha Traffic Book (Alpha) Documents | Reports | User: Alphg Use
p Assignments (Alpha) Main Menu

Customers | TMP Jobs | Jobs | Employees | Orientation | Training | Trucks /

Timeouts, Multiple Tabs & Windows

Web-based applications like the dispatch program have a “timeout” so that if a particular login
has not interacted with the web site for a specified number of minutes, the web site will assume
that the login’s browser window has been closed, and the web site will close that login and
release the memory that it is tied up.

Guideline: Do not stay on a data-entry form for 25 minutes without clicking on the
Submit button

Traffic Control Dispatch’s timeout is set to 30 minutes. However, if a browser window is still
open, most pages on the site will “automatically refresh” after 25 minutes. By this means the
login is kept alive (“doesn’t time out too quickly”) and, at the same time, if the browser is closed,
the web site will be able to release the login’s memory. Importantly, some pages are data-entry
forms with a submit button, and the refresh will clear any edits.

TaiRox Traffic Control Dispatch 1
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Traffic Control Dispatch User Guide Introduction & Guidelines

Guideline: If you want to have 2 browser windows open, open one login a one
browser (e.g. Chrome) and the other window in a different browser (e.g. Firefox or
Edge)

Modern browsers try to make life easier for surfers by sharing logins across the tabs in a
browser window, or even across multiple browser windows.

This can interfere with timeout and refresh mechanisms, depending on various settings and
answers to questions like “keep me logged in.”

TaiRox Traffic Control Dispatch 2
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Traffic Control Dispatch User Guide Menus and Page Navigation

Menus and Page Navigation

The Main Menu and the Top Menu provide access to dispatch tasks

AI h a Traffi c Book (Alpha) Documents | Reports | User: Alpha User
Assignments (Alpha) > Main Menu | Logout

Top Menu

Customers | TMP Job | Jobs | Employees | Orentation | Training | Trucks |

O Ma'n New Daily Note Less | |[Employee Texts: 2 Newly Received - All — Active
Ronald i a no sh

o at work | oo T ok Mark: Dot

e
Menu Qlaire 20 minutes late WADE F confirmed Mark: Done

Copy Alpha Jobs Night Dispatchers
Daily Notes Cities
TMP Jobs Job Descriptions P
Time Entries Skill Levels - Main Menu
Pay Periods Training
Change My Password Orientations
Change My Settings | |Show Graph (and wait)

To access the Main Menu, select “Main Menu” from the links in the top right corner.

The Top Menu on the left side provides links to Customers, Jobs, Employees, Training,
and Trucks. The right side provides links to Documents, Reports, the Main Menu, and
logging out.

The Main Menu page also shows the daily notes and recent employee texts (in the
green boxes).

Depending on your permissions, you may not see the Time Entries and Pay Periods
buttons shown above.

Blue links on each page provide one-click navigation

5 Employee JEFF B et
S

Coe

For example, on the Employee Details page:

Click Employees to see the list of employees.

Click Notes to see the recent notes for this employee.

Click New Employee Message to display an onscreen reminder note for this employee.
Click Edit Details to change employee record information.

Click Google Maps to see the employee’s address on Google maps.

Click Texts Report to print / view a report of up ton1000 employee texts.

Click Notes Today / Tomorrow to add notes about or for the employee.

Click the Send Text link to send a text to the employee.

TaiRox Traffic Control Dispatch 3
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Traffic Control Dispatch User Guide Daily Book

Daily Book

Each day’s jobs are shown in a “Daily Book” (like a page from a book).

AI h a Traffi c Book (Alpha) Documents | Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout

Customers | TMP Jobs | Jobs | Employees(JEFF B) | Orientation | Training | Trucks

= Wednesday
6 entries. Create New Job | New Daily Note Less Employee Texts: 2 Newly Received -- All -- Active

J uI_ 10_ Ronald is a no show at work 50N T ok Mark: Done
WADE F confirmed Mark: Done

2024 Claire 20 minutes late

Print: Truck Sheet Book Summary

- Truck Include
[3ul-10-2024 | ] | Yesterday | | Today | ‘ Thursday | | Friday | | Saturday | ‘ Sunday | | Monday |S|‘|(}W:J[Ob5] [D[jub|e] [DUDES] [Incomp\ete][geleted]
Start  Customer & PO Mote Address D J:bl- Modified By TCP LCT HWY CR All Aid Or F S R P A E Trucks Employees
0700 | $Cash Nigi 531 North Road, Coquitiam | oot Lo Jbto-(Meha o o f2 fo |- |- |- |- | |- |- Lo [ARMsTRONGY,
3475 Highland Drive Jul-10- Alpha
0700 | BCIT Campus John Cogquitlam B Event 2024 - 1 1 0 0 |12 (0 = |- |- |- |- |- |- |LC-02 |WADEF, ARTHUR V
. . 232nd 5t & Birch Ave, Maple |Fast Lane Jul-10- Alpha o
0700 |BMO Marathon called in at 8:58 am Ridge EhETn 2024 i 1 1 0 0 |2 |0 |- [-|-|- ||| |Lc-05 |GORD X, CLAIREE
0700 |Richmend Cantre | Caribbean Days ‘{;’;:sg;':dE’ Rty Event JZLE':;‘E" &p;'rﬂ 11 fo fo |2 o |- |-|-|- |- |- |- [Lc06 |FRancES Y, EMMA C
Simon Fraswer Cameron 604-385- | 3607 Capilano Rd, North Slow Lane Jul-10- Alpha
200 University T474R Vancouver Closure 2024 User 1 ooe CRIIY IF IFIFIFIFIF (=R s iEme
0700 | University of BC Matt 604-785-4276 | Beach & Pacific, Vancouver | Shoulder Closure lealzl‘iﬂ- ﬁl':;:_a 1 1 0 0 |2 (o |- |[-]-|- |- |- [-|LC-03 |RONALD A ALEXV
- Totals =====> = = = 6 |6 (0 o (20 [-[-[-]-]-[-[-| =

Cancelled Complete =Multiple Start Times soc=Mismatched Shifts R=Recurring ns=Non-5upply

A day without jobs will appear as shown below.

AI h a Traffi c Book (Alpha) Documents | Reports | User: Alpha User
Assignments (Alpha) Main Menu | Logout

Customers | TMP Jobs | Jobs | Employees{JEFF B) | Orientation | Training | Trucks

0 entries. Create New Job | New Daily Note ess  Employee Texts: 2 Newly Received — All - Active

Jul-15- - DON T ok Mark: Done
WADE F confirmed Mark: Done

Print: Truck Sheet Book Summary

Truck Includ
[uri5-2022 | [ Yesterday | [ Today | [ Thursday | [ Friday | [ Saturday | [ sunday | [ Monday |ShGW:JE)£:f [Double] [Dupes] [Incomp\ete][geTgtgd]e
Start Customer & PO Note Address Job Description Modified By TCP LCT HWY CR All Aid Or F S R P A E Trucks Employees
EE |- [rotals =====>]. - - o fo fo Jofofo [ [FEFFEE [ |
Cancelled Complete 11 Itiple Start Times hed Shifts R=Recurring ns=Non-Supply
e Click the “Create New Job” link to add a new job.
= Monday
Dentries New Daily Noteess Employee Texts: 2 Newly Received — All — Active
J u I - 1 5_ - “_ ! : nnwagxarm Done 4
WADE F confirmed Mark: Done
TaiRox Traffic Control Dispatch 4
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Traffic Control Dispatch User Guide Daily Book

What'’s on the Book page?

The Book is dense with information and is designed so common actions take only one click.

Cancelled dispatches (PINK)
Jobs that are ready (GREEN)
Incomplete dispatches (BLACK)

Daily Notes (if any) appear at the top of the page. Links are provided to show More or
Less of the notes with one click.

The notes are reminders that will also appear on the Main Menu and the Assignments
page. An example might be “lan’s Truck will be fixed by noon”.

Recent employee text messages also appear at the top of the page. You can view
All or just the “Active” (not yet processed) ones.

These texts are also shown on the Main Menu and the Assignments page. Click the red
and blue message links to see the message details.
Daily Notes

Alpha TraffIC ,\\.g .y\ (AH ) ‘le‘ Alpha Use

\,Wednesday o
Jul-10- ;
2024

The displayed book shows jobs for a particular date for Alpha Company.

Jobs that have not been “completely dispatched” are shown in BLACK, and jobs that are
ready are shown in GREEN.

PINK highlighting on the Customer & PO name (the second entry shown above)
indicates a cancelled job.

Click the BLUE Address field to view job details.

highlighted double-exclamation marks (!!) indicate jobs with multiple shifts
(multiple start times for employees).

Click the “Truck Jobs” link (at the top, beside “Show”) to only see jobs with trucks
assigned.

Click the “Double” link to see jobs that have the same person assigned to more than one
job.

Click the “Dupes” link to see duplicate jobs (two assignments at the same address).
Click the “Incomplete” link to see jobs that aren’t Ready.

A xx mark, in RED, indicates that the assignment of employees start times does not
match the start times set up for the job.

Truck names are configurable: these column names may be different for your company.

TCP — Traffic Control Person
LCT — Lane Closure Truck
HWY — Highway Truck

CR — Crash Truck

OT — Other Trucks

TaiRox Traffic Control Dispatch 5
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Jobs

The Jobs screen lets you filter and view all current and past jobs.

For example, you can filter for all scheduled jobs that have not yet been completed, or all jobs
for a particular city or customer, or all jobs within a particular date range.

Click the Reset Filter link if the list is blank or displays fewer customers than you expected.
(The link appears after the Filter link if a filter is set for the page.)

& Jobs: 6

Job Change Logs Print: Truck Sheet
Quick:[[ Filter: aipha status(a) Reset Filter

0} ola'i'é, Status Start  Customer  Comtact  Address Gity DE::’i:;tin“ Note Bodies Aid Or LCT HWY CR F S R P A E Modified By Trucks Employees

1 ;‘SI;‘”' Active | 0700 | $Cash = 531 North Road | Coguitlam (F:?S;qu:"E Nigil 2 o |- |1 o ol BN = = ]23;0' ff:ehr‘ LC-01 SROIQS.IRONG U,

2 ;“D";‘U' Adive |0700 |BCIT Campus - E:zi”'qh“’"d Coquitlm  |Event Jahn 2 o |-t o o |-|-|-|-|-| ]2‘;,‘;0' ﬁ’;"ﬂ LCOZ | WADE F, ARTHUR V
3 ;‘&';‘”’ Active |0700 |University of BC |- Beach & Pacific | Vancouver grﬂi‘ﬂf' :";fﬂso"'“s' 2 o [- 1 o o [-[-|-|-|-]- ;‘;‘;0' ﬁ':e"r“ LC-03 | RONALD A, BLEXV
4 ;Lnllzz‘ﬂ active | 0700 aim\z{::;trjswer _ ggo?capﬂano \r;:;tcr:)uw i:‘;:u:ne ;::;nfron 604-985-2 o |- |1 0 P R R Y B leén‘zio- ﬁl:er;a Lc04 i&FFB, NORMAN

5 ;‘SI;‘”' Active |0700 |BMO Marathon iai”d SEEBIrch | \1aple Ridge ET;;UL;"E :‘:"ej DEREED i o [- |1 |o o |- [-|-|-|-1]- ]2%‘;‘”' ff:eh: LC-05 CLAIRE B
5 ;“D'I;‘“' Active |0700 |Richmond Centre |- W Esplanade v:;tcr;war Event Caribbean Days |2 o |- |1 o 7 el k= ]2%,;0' ﬁl;'e"r‘ LC-06 $MMAC’FRANCES
Gancelled Complete li=Multiple Start Times xo=Mismatched Shifts

e Click column headings to sort jobs by any column. For example, click the “Customer”
heading to quickly sort all upcoming jobs by customer.

Click the Filter link to view jobs by job requirements, number of trucks, contact, customer, city,
notes, or date range.

e Click the Create New Job link to add a new job to the schedule.

e Click the Truck Sheet link to report on truck assignments and status.

e Click the Address for any job (in the “Address” column) to view the job details.

— Alpha JOD 531 north Roa

|Edit Details - Copy - View Change Log - Google Maps |
Job Details - ID(1) Created(Jul-11-2023) Modified(Jul-10-2024 by Alpha User)

Address 531 North Road Customer AAAA - $Cash

Job Description Fast Lane Closure Contact <= Select --

Gity Coquitlam Subcontractor

Job Date Jul-10-2024 Wednesday Recurring Job? No

Status Active Notes ALL Trucks

Start Time 0700 PO Number -

Tcps/Replacements 1 Radios Required No Describe: - Provisioned: No
First Aid Level 0 Plans Required No Describe: - Provisioned: No
Trucks Required 1-LCT 0-HWY 0-CR Arrowboard Required  No Describe: - Provisioned: No
On Freeway? - Equipment Required  No Describe: - Provisioned: No
Signs Required - Orientation Required  No Describe: - Provisioned: No
Documents Add New  Link Existing Document  Notes Nigil

Trucks Assigned: 1 of 1
ID Code Geotab Driver Name Replaces Pickup Start Equip, Notes Notified? Confirmed? Declined? Status LCT HWY CR S Modified By

|D|1 |LC'D1 "—' |DONT |DonT ‘Nnnc ‘0700 ‘0700 |KEED Same |Ves |Yes ‘No ‘Adive ‘LCF |HWV ‘CR ‘— |Ju|'10'2024‘AIDhaUserle‘

Employees Assigned: 2 of 2

ID As Shift # of GoTo Code Text Replaces MNotified? Confirmed? Declined? Short Note Status Aid F S Tr MarkOn Call: Modified By Book Off:
‘D|1 ‘1 ‘u?uu |1 |2 ‘EMPL |DGNT 604-805-1871 |Send ‘NO BODY |Vm ‘Yes ‘ND ‘LCT ‘Anive ‘0 |F ‘- ‘- ‘Thu Fri Sat Sun ‘Ju\-lﬂ-zl]24‘NphaUser‘Thu Fri Sat Sun‘e|
‘DlZS ‘1 ‘D7DD |2 |2 ‘EMPL |ARMSTRONG U77&555'1212|52nd ‘NO BODY |Nn ‘ND ‘ND ‘TCP ‘Av:tive ‘0 |F ‘, ‘, ‘Thu Fri Sat Sun ‘Ju\—lanDZ‘i‘NphaUser‘Thu Fri Sat Sun‘el

[#] For Active Job, Mark: [ Notfied |[ Confirmed | After Job, Mark: [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]

o Click the Edit Details link to edit the job details. (This link will not appear if you do not
have editing permissions.)
o Click the Google Maps link to confirm the job location.

TaiRox Traffic Control Dispatch 6
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o Click the Send links in the Employees grid to notify employees by text.
o Select a resource and update statuses by clicking the Notified, Confirmed, and
Complete buttons.

Job status displays are the similar to the Book screen

Jobs that are ready have a GREEN date and start time.
Click the BLUE Address field to view job details.

PINK highlighting on the Customer & PO name (the first entry shown above) indicates a
cancelled job.

The highlighted double-exclamation marks (!!) indicate jobs with multiple shifts
(multiple start times for employees).

A xx mark, in RED, indicates that the assignment of employees start times does not
match the start times set up for the job.

To copy ajob:

Open the job from the Jobs page or from the daily Book.
Click the Copy link on the job details page.

- Alpha JOD 531 North Road

Edit Details | Copy | View Change Log - Google Maps
Job Details - ID{145) Created(Jul-11-2023) Medified({Jul-10-2024 by Alpha User)
Address 531 North Road Customer AAAA - $Cash

Job Description Fast Lane Closure Contact - - Email
City Coquitlam Subcontractor

To copy all jobs —or just recurring jobs — on the Book page, see Copy Jobs.

TaiRox Traffic Control Dispatch 7
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Create a Job

Creating a job is a 5-step process:

Step 1 — Select the customer

Step 2 — Select the customer/job contact

Step 3 — Enter job information

Step 4 — Assign resources

Step 5 — Confirm job ready (completely dispatched)

For information on copying jobs from one date to another — see Copy Jobs.

Step 1 — Select the Customer for a New Job

Click the Create New Job link.

L~ Wednesday
0 of 6 entrie M@w]ob New Daily Note Less  Employee Texts: 2 Newly Received — All — Active
Jul_lo_ Ronald is a no show Twggrk DON T ok Mark: Done
WADE F confirmed Mark: Done

Select the customer for the new job when the following screen appears.

Claire 20 minutes late

Click the Reset Filter link if the list displays fewer customers than you expected.

E Select Customer siterngs customers
Quick:i___ ] [co |Filter: stwts(«) Reset Filter - Cancel Selection
Coder Name Gty  Prov/st

CLICK HERE TO SELECT => | ARAA $Cash - Other - |BC
CLICK HERE TO SELECT => |BCIT BCIT Campus Bumaby |BC
CLICK HERE TO SELECT => |BMO BMO Marathon Vancouver BC
CLICK HERE TO SELECT => | RICHCENT | Richmond Centre Richmond | BC
CLICK HERE TO SELECT => | SFU Simon Fraswer University | Bumaby |BC
CLICK HERE TO SELECT => |UBC University of BC UBC BC

o A job must have a customer.
o You can use generic customers — such as “$Cash” shown above.

Step 2 — Select the Customer/Job Contact

As soon as you select the customer, the job contact screen will appear.

== Select Job Contact « e scr sarcame

Customer Contacts

Select Contact | Main Contact | to be used for job

Or Enter Details:
Full Hame* [ ]

Email [

[ submit | caneel |

Select the job contact, and click the Submit button.

A “Main Contact” choice appears — plus any additional contacts that have been added
for the customer — will appear in a drop-down list, with the “Main Contact” being the
default.

For example, the dropdown here has two entries — “Main Contact” and “Gordie”.

TaiRox Traffic Control Dispatch 8
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When | choose “Main Contact”, the Contact appears as “Wade” on the Job Details
screen because the Main Contact for this customer is “Wade”. The Main Contact comes
from the Contact list for this customer.

Customer Contacts

Sellect Contact | Gordie 778-555-1212 % | to be used for job

Main Contact

. Gordie 778-555-1212
Full Name |

If a contact doesnt exist, you can enter the contact’s name. It may be worthwhile to
add phone numbers at this stage, although only the name is required.

Note: If you enter a contact here, it will appear only for this job. It will not be added to
the Contacts list for this customer.

Step 3 — Add Detailed Job Information

The Add Job screen appears when you click the Submit button for the contact.

== Add Job

:::::z;lblm"’ lﬁ' = v | other: | J E:ZZT' ‘Bﬁgeﬁmﬁmws | |604-307-3740 |
posnier Al
Status MNotes ALL Trucks \Nms: | tor truck sheets)
Totals TCPs 0 LCT 00 HWY 0 CRDD Alo Mz\acemenls:b £
PO Number | |
[submit | \E:\m\p:m,m\ ["save changes and Return to Book |

Notes:

o Fields with a red asterisk (*) cannot be left blank.

e Select the Job Description from the dropdown list. (You can add new descriptions to the
list from the Main Menu.) If you select “Other,” you must enter a description in the
“Other” field.

e Select the City from the dropdown list. For consistency of reporting, cities must be
selected from the list that is maintained from the main menu.

e You can enter up to 4 Start times (“Shifts”), along with the number of people in each
shift. You must enter at least one start time.

e Enter the number of trucks (LCT= lane control truck; HWY = Highway; CR = Crash
Truck).

Note that truck names are configurable, so may be different in your system.

e Other properties for a job (e.g. Snow Tires, Chains, etc.) may be used or not. This
information may be useful when reviewing jobs on the Book page.

If one of these items is Required, then the job will not turn green until that item is marked
as Provisioned.
TaiRox Traffic Control Dispatch 9
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Job with requirements for 2 people and 1 LC truck scheduled for 8:00am (0800)

Job Details
Address® 675 Kingsway ]
Customer BCIT - BCIT Campus
JobDescription® [CenterLane Closwre vl Othes[ | [wade | [coa0re70 ‘
Gty Subcontractor
0
Job Date Jul-10-2024 RecuringJob? (]
Status Notes ALL Trucks | | tfor truck sheets)
Shifts: Notes:
Start TCps LT HWY @ Al
0800 2 1 0 0 3
b 0 0 0 0 o
0 0 0 0 o
0 0 0 0 o
Totals TCPs2 LCTO HWYD CRO All3 Replacements{0 =
PO Number | ‘ Radios Required: [_] Provisioned: [] Description:
R ~ Plans Required: (| Provisioned: [ Description:
irst Aid Level
ey > O O Arrowboard  Required: [ Provisioned: [ Description:
2 ired?
"b — = Signs Requir Equipment  Required: [_| Provisioned: || Description:
Job For %) Alpha Orientation  Required: || Provisioned: [ Description:

e Click the Submit button after filling in the new job screen. The Job Details screen will
appear next, where you can assign resources.

Note: This assignment includes 3 people — the two TCPs and 1 truck driver.

Step 4 — Assign, Notify, and Confirm Resources

You can assign resources to the job by clicking the links on the Job Details screen — shown
below. Click the shift time [e.g. “0800”] to add resources for the 8:00 shift.

— Alpha JOb 3675 Kingsway

Edit Details - Copy - View Change Log - Google Maps
Job Details - ID{25) Created(Jul-17-2024) Modified(Jul-17-2024 by Alpha User)

Address 3675 Kingsway Customer BCIT - BCIT Campus

Job Description Center Lane Closure Contact <= Select Wade 604-307-9740

City Vancouver ‘Subcontractor -

Job Date Jul-10-2024 Wednesday ~ Recurring Job? Mo

Status Active Notes ALL Trucks

Start Time 0800 PO Number -

Tcps/Replacements 2+ Radios Required No Describe: - Provisioned: No
First Aid Level [] Plans Required Mo Describe: - Provisioned: No
Trucks Required 1-LCT* 0-HWY 0-CR Arrowboard Required Mo Describe: - Provisioned: No
On Freeway? = Equipment Required Mo Describe: - Provisioned: No
Signs Required - Orientation Required Mo Describe: - Provisioned: No

Documents Add New Link Existing Document Notes
Trucks Assigned: 0 of 1 add Tuckfgsorfadd replacement

ID Code Geotab Driver Name Replaces Pickup Start Equip, Notes Notified? Confirmed? Dedined? Status LCT HWY CR S Modified By

Employees Assigned: 0 of 3 add Truck priverJusoofpdd Bodyfasog] [Include Deleted]

ID As Shift # of GoTo Code Text Replaces Notified? Confirmed? Declined? ShortNote Status Aid F 5 Tr MarkOn Call: Modified By Book Off:
OF [ fosofofs [- [ |- [ E E E E [ [ FEEE [ L
[*] For Active Job, Mark: [ Notified | [ Confirmed | After Job, Mark: [ Complete | [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]

Note:

e The above screen shows a single shift, where one truck (and driver) and two TCP
employees are scheduled for 8:00 AM.

e If your trucks do not have regular drivers, use the Add Truck link above the Trucks
Assigned grid to add the truck, and then click the Add Truck Driver link to add a driver.

e If your trucks have regular drivers, just click the Add Truck Driver link above the
Employees Assigned grid to add the truck and the driver.

TaiRox Traffic Control Dispatch 10
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Employee Assignment

Trucks Assigned: 0 of 1 dd Truck: 0800 Add Replacement: 0800

ID Code Geotab Driver Name Replaces Pickup Start Equip, Notes Notified? Confirmed? Declined? Status LCT HWY CR S Modified By

Employees Assigned: 0 of 3 add Truck Driver: .. Endy[lﬂclude Deleted]

ID As Shift # of GoTo Code Text Replaces Notified? Confirmed? Declined? Short Note Status Aid F S Tr Mark On Call: Modified By Book Off:
[OF [ Jesofos - ]- - [ E E E E E__EIEIEEIE E__EIE B
[+] For Active J0b, Mark: [ Notified ][ Confirmed | After Job, Mark: [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]

e Click the shift time for which you want to add a truck driver or employee.
In the screen above, click the link in the red box to add a truck driver for the “0800” shift.
Click the link in the blue box to add a TCP.

e When you click the Add Truck Driver link, the Select Employee screen appears to let you
add an employee and truck.

The program displays all company employees and shows whether they have trucks.

ﬂ Select E m p | Oyee Filtering 12 Employees - select employee.
Quick[—_] Filter: Lane control(ves) statust) Reset Filter - Cancel Selection | Show 7 Days
i Phows iGiohn ugsa0s Miesess nizezoes G Mo Des Skl Opls  Overide

Oct-26-2023 |- TCP Jul-20-2024 778-555-1212 | CLAIRE B CLAIRE B (CLAIRE B CLAIRE B Vancouver reported lazy |LC-05 |3 - Probationary LCT | LCTHWYF| TCP Jul-20-2024
Nov-02-2023 |- Booked-0ff 778-555-1212 | NORMAN W NORMAN W NORMAN W NORMAN W Vancouver |- NONE |5 - Highway LCT LCTHWYF | <= SELECT

o Dec-02-2023 |- SELECT => 778-555-1212 | JEFF B JEFFB JEFF B JEFFB Vancouver |- LC-04 |3 - Probationary LCT | LCTHWYF | <= SELECT

L { Dec-30-2023 |- SELECT => 778-555-1212 | RONALD A RONALD A RONALD A RONALD A Vancouver | weekdays only | LC-03 |3 - Probationary LCT | LCTHWYF | <= SELECT
Jan-18-2024 |- At-Job-This-Date SELECT => | 778-555-1212 | FRANCES Y FRANCES Y FRANCES Y FRANCES Y Vancouver |- NONE |1 - Probationary TCP | LCTHWYF| <= SELECT
Feb-15-2024 |- Customer-Excluded Booked-Off | 604-781-1110 | GDS INJURED | GDS INJURED |GDS GDS Vance - LC-01 LCTHWYF | <= SELECT
Mar-24-2024 |- - ate SELECT => | 778-555-1212 | EMMA C EMMA C EMMA C EMMA C LC-06 LCTHWYF | <= SELECT
Apr-08-2024 |- At-Job-This-Date SELECT => | 778-555-1212 | ALEX V' ALEX V ALEX V ALEXV s only | NONE LCTHWYF | <= SELECT
May-11-2024 |- At-Job-This-Date SELECT => | 778-555-1212 | GORD X GORD X 'GORD X GORD X NONE LCTHWYF | <= SELECT
May-25-2024 |- At-Job-This-Date SELECT => | 778-555-1212 | ARTHUR V' ARTHUR V ARTHUR V ARTHUR V Vance - NONE |4 - Experience: d LCT | LCTHWYF | <= SELECT
Jun-12-2024 |- At-Job-This-Date SELECT => | 778-555-1212 | ARMSTRONG U | ARMSTRONG U | ARMSTRONG U | ARMSTRONG U | Vancouver |- NONE |3 - Probationary LCT | LCTHWYF | <= SELECT
Jul-17-2024 |- At-Job-This-Date SELECT => | 604-307-9740 | WADE F 'WADE F 'WADE F WADE F Vancouver |- LC-02 |3 - Probationary LCT | LCTHWYF | <= SELECT
Working-Glen Complete Booked OFf

You can see that Jeff B and Ronald A are drivers and are available today.
Click the Reset Filter link if the list displays fewer employees than you expected.
o Click “SELECT =>"to add an employee to this job shift.
The program will display the Employee screen to add more details. You can see in this
case that the employee has been added as a driver — LCT.

m JOb ASSIg n ment For 3675 Kingsway Enter details.

Google Maps
Job Assignment Details
I 7
Created Juk22:2024
Modified Jul-22-2024 by Alpha User
Code JEFF B T78-555-1212
Name Jeff Bell
Replacemen t For Employee:
Start Time [psoo
Counts As employees in totals
Notified? m]
Confirmed? [m]
Dedlined? (]
Notified of Cancelled Job?[_]
[in Time Sheet As O 1ep @ Ler O wwy O cr)
Short Note LT
Assignment Status
Cancel Edits

e Click Submit to add the employee to the job.

¢ Because we added a truck and driver, you will see that the truck and the employee have
both been added to the job — as below.

Trucks Assigned: 1 of 1 add Replacement: 0500
ID Code Geotab Driver Name Replaces Pickup Start Equip, Notes Notified? Confirmed? Dedlined? Status LCT HWY CR S Modified By
|D‘39 ‘lC-IH |— ‘JEFFB ‘JeffB ‘Nune |ﬂﬂﬂﬂ ‘nsnn |- ‘Nu ‘Mn ‘No ‘A(ﬁ\’e |LCT ‘HW‘( ‘CR |5 |Ju\-ﬂ-lnl4|Alpha User‘o‘

Employees Assigned: 1 of 3 Add Truck briver: 0800 Add Body: 0300 [Include Deleted]
ID As shift # of GoTo Code Text Replaces Notified? Confirmed? Declined? ShortNote Status Aid F S Tr MarkOnCall: Modified By Book Off:

[Ow [1_[oooo [+ [5 [ewm [rerormosommzlomd [wonoor [0 w0 [wo et [acme [o |r|- |- [mewed tosra]ouzaznas] b ver e wed ] )]

[1] For Actve Job, Mark: [ Notifed | [ Confimmed | After 10, Mark: [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]

See Truck Assignment, on the next page, for details on assigning an unassigned truck and
employee to drive it.

TaiRox Traffic Control Dispatch 11
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Employee Notification — send text

Once you have added employees, the next step is to notify them of the job.

o Click the Send link in the Text column to text the employee with the job details.

Employees Assigned: 3 of 3

ID shift # of GoTo Code ; Replaces| Notified? Confirmed? Dedlined?] Short Note Status Aid F S Tr MarkOn Call: Modified By Book Off:
D 119(0800 |1 (3 |EMPL |KEVIN H 604-555-1007 |Send JNO BODY [No No No LcT Active |0 H|- |- |Thu Fri Sat Sun | Sep-25-2019 | Super User | Thu Fri Sat Sun @
[J|118(0800 (2 (3 |EMPL |WADEI604-555-1008 fSend No BODY [no No Ne TCP Active |0 H|- |- |Thu Fri Sat Sun | Sep-24-2019 | Super User| Thu Fri Sat Sun @
[J|120{0800 |3 |3 |EMPL |INDIRA K 604-555-1010fSend fNo BODY [no No No TCP Active |0 H|- [- [Thu Fri Sat Sun |Sep-25-2019 | Super User| Thu Fri Sat Sun @

[1] For Active Job, Mark: [ Notiied | After Job, Mark: [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]

e Select the checkbox at the beginning of the row, and then click the Notified button to
change the Notified column to Yes.

e Employee responses appear in the Confirmed column or the Declined column — or you
can select the row and click the Confirmed button.
Employee Notification — set manually using the “Notified” or “Confirmed” button
To show that an employee has been notified and confirmed — for example, by phone orin
person — use the Notified and Confirmed buttons on the Job Details screen.

e Select the employee row and click the Notified or Confirmed buttons to mark the status.

Employees Assigned: 3 of 3

— ID shift # of GoTo Code Text Replaces HNotified? Confirmed? Dedined? Short Note Status Aid F S Tr MarkOn Call: Modified By Book Off:

|119 0800 |1 |3 |EMPL [KEVIN H 604-555-1007 |Send |NO BODY | Yes No No TCP Active |0 H |- |- |Thu Fri Sat Sun | Sep-25-2019 | Super User| Thu Fri Sat Sun @
[CJj118|0800 |2 (3 |EMPL |WADE I 604-555-1008 |Send |NO BODY |MNo No No TCP Active |0 H|- |- |Thu Fri Sat Sun |Sep-24-2019 | Super User| Thu Fri Sat Sun @
[Jj120|0800 |3 (3 |EMPL |INDIRA K 604-555-1010|S5end |NO BODY |MNo No No TCP Active |0 H|- |- |Thu Fri Sat Sun |Sep-25-2019 | Super User| Thu Fri Sat Sun @

] For Active Job, Markl\ Notified _\l Confirmed | After Job, Mark: [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]

e Toremove an employee from the grid (for example, if they declined), click the button at
the end of the line @ You can then choose a new employee using the Add Truck Driver
and Add Body links.

The following grid shows two confirmed employees.

Employees Assigned: 2 of 2

ID shift # of GoTo I’\\s Code Text I Notified? Confi d? Dedined?] Short Note Status Aid F § Tr MarkOnCall: Modified By Book Off:
[J|43 |o700 |1 |2 |EMPL |KETTH B 604-555-1027 |Send |NO BODY [yes Yes No LCT Active 1] H|- |- [Thu Fri Sat Sun | Sep-17-2019 | Bill Dispatcher | Thu Fri Sat Sun @
D 44 (0700 |2 |2 [EMPL |ALICIA G 604-555-1058 | Send |NO BODY [Yes Yes No TCP Complete | 0 H|- |- |Thu Fr Sat Sun | Sep-17-2019 | Admin User | Thu Fri Sat Sun @

[*] For Active Job, Mark: After Job, Mark: [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]

Truck Assignment if assigning trucks and drivers separately

Trucks Assigned: 0 of 1 add ek pa0 Replacement: 0800
ID Code Geotab Driver Na Reiic Pickup Start Equip, Notes Notified? Confirmed? Declined? Status LCT BFT TT S Modified By

e Click the shift time for which you want to add a truck — “0800” in the screen above.

The following screen will appear.
Click the Reset Filter link if the list displays fewer trucks than you expected.

TaiRox Traffic Control Dispatch 12
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aés SEleCt TFUCk Filtering 40 Trucks
Quick|[(Ge | Filter: stwts(a0) Reset Filter - Cancel Selection
Code: Geotab  MName Driver  Odometer Model Year Plate VIN LCT BFT TT @Home Equip? Smows? Chains? Note Sep-17-2019

CLICK HERE TO SELECT == ALC-01 |- Ronald A |RONALD A 0|Silverado |2017 |- LCT |BFT |TT |Home Available
At-Job-This-Date CLICK HERE TO SELECT => (A LC-02| — Don B DON B 0|F-250 2017 |- LCT |BFT |TT |Home - Available
At-Job-This-Date CLICK HERE TO SELECT => | A LC-03 | — Jeff C JEFF CH 0 |RAM 1500|2017 |- LCT |BFT |TT |Home In Yard Available
At-Job-This-Date CLICK HERE TO SELECT => | A LC-04 | — Claire D CLAIRE D 0 |Sierra 2017 |- LCT |BFT |TT |Home Highway Truck Available
At-Job-This-Date CLICK HERE TO SELECT => | A LC-05| — Emma E EMMA E 0 |Silverado |2017 |- LCT |BFT |TT |Home - Available
At-Job-This-Date CLICK HERE TO SELECT => (A LC-06| — Sigrid F SIGRID F 0|F-250 2017 |- LCT |BFT |TT |Home - Available
At-Job-This-Date CLICK HERE TO SELECT => (A LC-07 | — Keith G KEITH G 0|RAM 1500 (2017 |- LCT |BFT |TT |Home In Yard Available

[ ]
will appear.
m Truck Assignment o 3675 kingsway s s
Google Maps
Job Assignment Details
pu) 38
Created Jul-22-2024
Modified Jul-22-2024 by Alpha User
Code LC-03
Geotab Id —
Name Ronald A
Employee Driving Truck
Replacement For Truck:
Pickup Time Leave keys? ]
Notified? O
Confirmed? O
Declined? ]
Notified of Cancelled Job2[_|
Keep?
Short Note
Truck Sheet Notes [
Set Truck Sheet Notes to Job Requirements

Assignment Status

e Click Submit to add the truck.

[ )

Examples of Alpha job with Truck and People assigned

Select the truck you want by clicking “CLICK HERE TO SELECT =>". The next screen

You can add the employee listed as the truck driver when you add employees to this job.

The job details screen shows the status of job assignments as they progress from Notified (e.g.
a voice message or text has been left) to Confirmed or Declined (e.g. the employee was

contacted or replied).

e The job following job shows that a truck and employees have been scheduled.
h Alpha JOb 3675 Kingsway
Edit Details - Copy - View Change Log - Google Maps
Job Details - ID(38) Created(Jul-22-2024) Modified(Jul-22-2024 by Alpha User)
Address 3675 Kingsway Customer BCIT - BCIT Campus
Job Description Center Lane Closure Contact <= Select Wade 604-307-9740
City Vancouver Subcontractor
Job Date Jul-22-2024 Monday Recurring Job? No
Status Active Notes ALL Trucks
Start Time 0800 PO Number -
Teps/Replacements 2 Radios Required MNo Describe: - Provisioned: No.
First Aid Level o Plans Required Mo Describe: - Provisioned: No
Trucks Required 1-LCT 0-HWY 0-CR Arrowboard Required No Describe: - Provisioned: No
On Freeway? B Equipment Required No Describe: - Provisioned: No
Signs Required Orientation Required No Describe: - Provisioned: No
Documents Add New Link Existing Document Notes
Trucks Assigned: 1 of 1 add Replacement: 0800
ID Code Geotab Driver Name Replaces Pickup Start Equip, Notes Notified? Confirmed? Declined? Status LCT HWY (R S Medified By
‘Dl:}ﬁ ‘LC-EH |— ‘RONALDAlRDnE\d AX‘NH“E |UBUU ‘USUU ‘- ‘NU ‘ND ‘Nu ‘Adlve ‘LCT ‘HW\’ ‘CR |S ‘JHI-E-ZD24|NNIHUSH‘°‘
Employees Assigned: 3 of 3 [Include Deleted]
D As shift # of GoTo Code Text Replaces Notified? Confirmed? Declined? ShortNote Status Aid F S Tr MarkOnCal Modified By  BookOff:
D 77 |1 |0800 |1 |3 |EMPL |RONALD A 778-555-1212 Send | NO BODY |MNo No No Lwcr Active |0 F |- |- |Tue Wed Thu Fri| Jul-22-2024 | Alpha User | Tue Wed Thu Fri 0
[Jfs1 |1 |os00 |2 |3 [EMPL |EMMAC 778-555-1212 Send | NO BODY |Mo No No TCP Active |0 F |- |- |Tue Wed Thu Fri| Jul-22-2024 | Alpha User | Tue Wed Thu Fri o
D 82 (1 |0800 |3 (3 [EMPL |ARMSTRONG U 778-555-1212|Send | NO BODY |No No No TCP Active |0 F |- |- |Tue Wed Thu Fri| Jul-22-2024 | Alpha User | Tue Wed Thu Fri 0
[7] For Active Job, Mark: After Job, Mark: [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]
o The next image shows that employees have been notified and have accepted the job.
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— Alpha JOb 3675 Kingsway

Edit Details - Copy - View Change Log - Google Maps
Job Details - ID(38) Created(Jul-22-2024) Modified(Jul-22-2024 by Alpha User)

Address 3675 Kingsway Customer BCIT - BCIT Campus

Job Description Center Lane Closure Contact <= Select ~ Wade 604-307-5740

City ‘Vanceuver Subcontractor -

Job Date Jul-22-2024 Monday Recurring Job? No

Status Active Notes ALL Trucks

Stark Time 0800 PO Number -

Teps/Replacements 2 Radios Required Ho Describe: - Provisioned: No
First Aid Level 0 Plans Required No Describe: - Provisioned: No
Trucks Required  1-LCT 0-HWY 0-CR Arrowboard Required No Describe: - Provisioned: No
On Freeway? - Equipment Required No Describe: - Provisioned: No
Signs Required - Orientation Required No Describe: - Provisioned: No

Documents Add New Link Existing Document Notes
Trucks Assigned: 1 of 1 add Replacement: 0800

ID Code Geotab Driver Name Replaces Pickup Start Equip, Notes Notified? Confirmed? Declined? Status LCT HWY CR S Modified By
‘D|3E ‘LC'[IS |'" ‘RONALDA'RM\HM A"‘Nm\e |UEUU ‘DEDU " ‘Nn ‘ND ‘ND ‘Amve ‘LCT ‘HW\’ ‘CR |5 ‘Ju\—ZZ—ZDZ“QlAlpha USEI‘Q‘
Employees Assigned: 3 of 3 [Include Deleted]
ID As Shift # of GoTo Code Text Replaces Notified? Confirmed? Dedlined? Short Note Status Aid F S Tr Mark On Call: Modified By Book Off:
[Of77 |1 [0800 |1 |3 [EMPL |RONALD A 778-555-1212 Send | NO BODY | Yes Yes No Lcr Active |0 F |- |- |Tue Wed Thu Fri| Jul-22-2024 | Alpha User | Tue Wed Thu Fri ‘3
D 81 |1 0800 |2 3 |EMPL |EMMA C 778-555-1212 Send | NO BODY |Yes Yes No TCP Active |0 F |- |- |Tue wed Thu Fri| Jul-22-2024 | Alpha User | Tue Wed Thu Fri e
D 82 (1 |0800 |3 (3 [EMPL |ARMSTRONG U 778-555-1212 |Send | NO BODY |Yes Yes No TCP Active |0 F |- |- |Tue Wed Thu Fri| Jul-22-2024 | Alpha User | Tue Wed Thu Fri o

[+] For actve Job, Mark: after Job, Mark: [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]

e Cancelling a job will cancel the assignments.

If a job is cancelled, an additional column will appear that indicates whether or not an
employee has been notified of the cancellation.

e When a job is complete (later in the day), the employee may be “on call” (available for

more jobs that day) or “booked off” (N/A for the rest of the day).

Notes:
e The start time links will appear until all people have been assigned.

e There are separate links for each start time.

Employees Assigned: 0 of 6Jadd Truck Driver: 0600 0700 0300 Add Body: 0500 0700 osaaj[ Include Deleted]

¢ Booking off for the next day and subsequent days can be done with one click.

Employees Assigned: 3 of 3 [Include Deleted]

ID As shift # of GoTo Code Text Replaces Notified? Confirmed? Declined? Short Note Status Aid F S Tr MarkOnCall: Medified By Book Off:
[J]77 |1 |oeoo |1 |3 |EMPL |RONALD A 778-555-1212 Send | NO BODY |Yes Yes No LcT Active |0 F |- |- [Tue Wed Thu Fri| Jul-22-2024 | Alpha User | Tue Wed Thu Fri Q
[J|e1 |1 |oeoo |2 |3 |EMPL |EMMAC 778-555-1212 Send | NO BODY |Yes Yes No TCP Active |0 F |- |- [Tue Wed Thu Fri| Jul-22-2024 | Alpha User | Tue Wed Thu Fri Q
[Jf82 |1 |o8oo |3 |3 |EMPL [ARMSTRONG U 778-555-1212 |Send |NO BODY |Yes Yes No TCP Adtive |0 F |- |- |Tue Wed Thu Fri| Jul-22-2024  Alpha User | Tue Wed Thu Fri 0

o When selecting an employee for a job, warnings will be displayed for employees that are

already assigned to a job or that cannot be selected because their TCP certificate has

expired.

Return to the Book page

¢ Click the Book link at the top of the screen at any time to return to the Book page.

AI h a Traffic Book [ Alpha) Documents | Reports | User: Alpha User
p Assigni “ S (Alpha) Main Menu | Logout

Customers | TMP Jobs | Jobs(232nd St & Birch Ave) | Employees | Orientation | Training | Trucks

Step 5 — Check Status to Ensure Job is Ready (Green)

The Book screen uses colour to show the status of each job and resource assignment.

The start time for each job will turn Green once all resource assignments for the job are
confirmed.

When all jobs are Green — you’re done!

TaiRox Traffic Control Dispatch
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Let’'s review the status colours on the book screen:

AI h a Traffi Book (Alpha) Documents | Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout

Customers | TMP Jobs | Jobs(232nd St & Birch Ave) | Employees | Orientation | Training | Trucks

= Monday
8 entries. Create New Job | New Daily Noteress Employee Texts: 2 Newly Received -- All -- Active
Ju | —2 2— - Ronald is a no show at work GDS Richmond Mark: Done
GDS Got it Mark: Done

- Claire 20 minutes late

2024
Print: Truck Sheet  Book Summary
[uk22-2024 ] [ vesterday | [ Tuesday | | | [ Thursday | [ saturday | Show: [Truck Jobs] [Double] [Dupes] [Incomplete] [No Time Sheets] [Include Deleted]

Start Customer & PO Note Address Job Description  Modified By TCP LCT HWY CR All Aid Or F S R P A E Trucks Employees

0700 |$Cash Nigil 531 Nerth Road, Cogquitlam Fast Lane Closure | Jul-19-2024 N* 1* 1 ] o |20 - == |- - |- |- |01 |ARMSTRONG U
* 0700 | BCIT Campus John 3475 Highland Drive, Cogquitlam Event Jul-19-2024 | Alpha User| 1 1 ] o |z |0 - |LC-02 | ARTHUR V, WADEF

0800 | BCIT Campus - 3675 Kingsway, Vancouver Center Lane Closure | Jul-22-2024 | Alpha User| 2 1 ] o 3 0 - |LC-03 |RONALD A, EMMA C, ARMSTRONG U
* 06001 | BMO Marathon called in at 8:58 am 232nd St & Birch Ave, Maple Ridge |Fast Lane Closure | Jul-22-2024 | Alpha User | 5% I ] o |6 |0 - -

0700 | BMO Marathon called in at 8:58 am 232nd St & Birch Ave, Maple Ridge |Fast Lane Closure | Jul-19-2024| Alpha User| 1 1 ] o |z |0 - |LC-05 | CLAIREB, GORD X

0700 |Richmond Centre Caribbean Days W Esplanade, Morth Vancouver Event Jul-19-2024 | Alpha User| 1 1 ] o |z |0 - |LC-D6 | FRANCES Y, EMMAC
* 0700 | Simon Fraswer University | Cameron 604-985-7474R | 3607 Capilano Rd, North Vancouver | Slow Lane Closure | Jul-19-2024 | Alpha User| 1* I ] o |20 - GORD X

0700 | University of BC Matt 604-785-4276 Beach & Pacific, Vancouver Shoulder Closure Jul-19-2024 | Alpha User| 1* 1 ] o |20 - |LC-03 |ALEXV

Totals =====> - - - i3 8 ] o |21 |0

Cancelled Complete li=Multiple Start Times soc=Mismatched Shifts R=Recurring ns=Non-Supply

o Daily notes and recent text messages appear at the top of the screen.

e GREEN start times show that jobs are “Ready.” BLACK start times show jobs that have
not been completely dispatched.

e RED asterisks “*” in the TCP, LCT, HWY, CR and All columns show that resources need
to be assigned.

e Click the BLUE Address field to view job details.

e PINK highlighting on the Customer & PO name (the first entry shown above) indicates a
cancelled job.

e The highlighted double-exclamation marks (!!) indicate jobs with multiple shifts
(multiple start times for employees).

e The “Trucks” column lists all trucks assigned to a job.
o RED names show the truck is not confirmed — or not assigned a driver.
e The “Employees” column lists all employees assigned to a job.

o RED names show that employees have not been notified.

o names show that employees have not confirmed.

o BLACK names are confirmed.

o YELLOW highlighted names show that the employee’s assignment is completed.

e Click the “Truck Jobs” link (at the top, beside “Show”) to only see jobs with trucks
assigned.

e Click the “Double” link to see jobs that have the same person assigned to more than one
job.

e Click the “Dupes” link to see duplicate jobs (two assignments at the same address).

o Click the “Incomplete” link to see jobs that aren’t Ready.

o A xx mark, in RED, indicates that the assignment of employees start times does not
match the start times set up for the job.
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Copy Jobs

Traffic Control Dispatch lets you copy all jobs or a sub-set of jobs from one particular day to up

to seven future days. The program also copies all existing truck and employee assignments for
each job.

This lets you easily handle recurring jobs and similar jobs from the same company.

Note: To copy 1 job, open the job from the daily Book, then click the Copy link on the job
details page.

== Alpha Job s north road

Edit Details View Change Log - Google Maps

Job Details - ID(25) Created(Jul-19-2024) Modified(Jul-19-2024 by Alpha User)
Address 531 North Road Customer AAMA - 5Cash
Job Description Fast Lane Closure Contact <= Select -~

To copy all jobs or all recurring jobs to one or more new days
e Go to the Main Menu.
o Click the Copy <company> Jobs button.

O Maln New Daily NoteLess  Employee Texts: 2 Newly Received -- All - Active

- Ronald is a no show at work  GDS Richmond Mark: Done

M en u - Claire 20 minutes late GDS Got it Mark: Done

| Copy Alpha Jobs | | Night Dispatchers |
[ DailyNotes | | Cities |
| TMP Jobs | | Job Descriptions |

e Specify the date that you want to copy jobs from.

= Copy Alpha Jobs from Tuesday Jul-22-2024 s, 1 ot5.

Enter Copy From Date

Copy From Date [Jul-22-2024 | )
First Copy-To Date
Copy Only Recurring Jobs? (m]
i Notified and Confirmed? ]
Next | Cancel

o You can choose to copy only the jobs marked as recurring.

o You can also choose to mark trucks and employees for all copied jobs as “Notified”
and “Confirmed.”

o Click the Next button, and then choose the days to which you want to copy jobs.

&= Copy Alpha Jobs from Tuesday Jul-22-2024 step2 3.

Enter Copy From Date

‘Copy From Date Monday Jul-22-2024

Note All details, trucks, and emplayees will be the same for selected jobs.

Copy Only Recurring Jobs?

Assignments Notified and Confirmed?|[ ]

Copy Job To: Tuesday Jul-23-2024
Wednesday Jul-24-2024
[ Thursday Jul-25-2024
Friday Jul-26-2024
() saturday Jul-27-2024
() sunday Jul-28-2024
() Monday Jul-29-2024

TaiRox Traffic Control Dispatch 16
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The program lets you copy all jobs to the next 7 days, and, also, providing these options:

o Copy only the jobs marked as recurring.
o Mark trucks and employees for all copied jobs as “Notified” and “Confirmed.”

¢ Click the Next button, cherry-pick the jobs you want to copy, and then click “Copy
Selected Jobs listed below.

o Click the arrow above the first column to select all jobs in the grid.

&= Copy Alpha Jobs from Tuesday Jul-22-2024 sips ofs.

Enter Copy From Date

Copy From Date Monday Jul-22-2024

Note All details, trucks, and employees will be the same for selected jobs.
Copy Only Recurring Jobs?

Assignments Notified and Confirmed?

Copy Job To: Tuesday Jul-23-2024
Wednesday Jul-24-2024
Thursday Jul-25-2024
Friday Jul-26-2024
Saturday Jul-27-2024
Sunday Jul-28-2024
Monday Jul-29-2024
Copy Selected Jobs Listed Below | | Cancel ‘

—> | Start Customer Address Job Description TCP LCT HWY CR ANl Trucks Employees
(o700 |écash 531 Morth Read, Coguitiam Fast Lane Closure (1% |1 (1] 0 |2* |LC-01 |ARMSTRONG U
IU?DU BCIT Campus 3475 Highland Drive, Coquitlam Event 1 1 1] 0 |2 |[LC02 |ARTHUR, WADEF
D (080D | BCIT Campus 3675 Kingsway, Vancouver Center Lane Closure | 2 1 0 0 |3 |LC-03 |RONALD A, EMMA C, ARMSTRONG U
["|jos00 | BMO Marathon 232nd 5t & Birch Ave, Maple Ridge |Fast Lane Closure 5% |1* |0 [ -

[Cjo700 | BMO Marathon 232nd 5t & Birch Ave, Maple Ridge |Fast Lane Closure |1 1 L] 0 |2 |LC05 |CLAIREB, GORDX
IU?DU Richmond Centre W Esplanade, North Vancouver Event al i 1] 0 |2 |[LC-06 |FRANCESY, EMMAC
DIG?UU Simon Fraswer University 3607 Capilano Rd, North Vancouver| Slow Lane Closure |1 |1% |0 0 |2* GORD X
Iﬂ'ﬂ]ﬂ University of BC Beach & Pacific, Vancouver Shoulder Closure 1* |1 [i] 0 |2* [LC-03 |ALEXV

5 Totals =====> 13 |8 0 0 |21
Cancelled Itiple Start Times oc=Mi: hed Shifts Non-Supply

The program will copy all selected jobs to the days that you selected.

o Click the back button on this screen to change the list of destination days.

TaiRox Traffic Control Dispatch 17
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Assignments

The Assignments page is a 7-day or 4-day view of all employees and their assignments. This
example shows the 4-day view. Click “Show 7 Days” to see the 7-day view of assignments.

% Alph
ﬁ> A p a for 12 Employees. New Daily Note ess Show Texts: 2 Newly Received — All — Active
- Ronald is 2 no show at work GDS Richmond Mark: Done
- Claire 20 minutes late GDS Got it Mark: Done

Assighments

Truck Sheet - Sort By Employee

[uk-22-2024 k] [ Vesterday | [ Today | [Tuesday | | | [Thursday | [(saturday | Filter: Lane controlives) status(s) Reset. Filter | Show 7 Days

S SRy R i B s e Y »] =iz e
Oct-26-2023 |- - CLAIREE + - CLAIREB + = CLAIREB + - CLAIREB + Vancouver | reported lazy | 3 - Probationary LCT | LCTHWYF
Nov-02-2023 | - NORMAN W - NORMANW + = NORMANW # = NORMANW + Vancouver |- 5 - Highway LCT LCTHWYF
Dec-02-2023 | - = JEFFB # - JEFFB + = JEFFB + = JEFFB # Vancouver |- 3 - Probationary LCT | LCTHWYF
Dec-30-2023 |- - RONALDA + - RONALD A + = RONALDA + = RONALD A + Vancouver | weekdays only | 3 - Probationary LCT | LCTHWYF
Jan-18-2024 |- - FRANCESY + - FRANCESY + = FRANCESY & = FRANCES Y # Vancouver | - 1 - Probationary TCP | LCTHWYF
Feb-15-2024 |- GDS INJURED GDS INJURED = GDS & = GDS + Vancouver | - 2 - Experienced TCP | LCTHWYF
Mar-24-2024 | - - EMMAC + - EMMAC + = EMMAC + = EMMAC + ‘Vancouver | - 4 - Experienced LCT |LCTHWYF
Apr-08-2024 |- - ALEXV + - ALEXV + = ALEXV + = ALEXV + Vancouver | weekdays only | 5 - Highway LCT LCTHWYF
May-11-2024 |- - GORDX + - GORDX + - GORDX + - GORDX + Vancouver | reported lazy |5 - Highway LCT LCTHWYF
May-25-2024 | - - ARTHURV + - ARTHURV + = ARTHURV + = ARTHURV + Vancouver |- 4 - Experienced LCT |LCTHWYF
Jun-12-2024 |- = ARMSTRONGU +(- ARMSTRONG U +|- ARMSTRONGU #|- ARMSTRONG U # |Vancouver |- 3 - Probationary LCT | LCTHWYF
Jul-17-2024 |- - WADEF + - WADEF + = WADEF + = WADEF # Vancouver | - 3 - Probationary LCT | LCTHWYF

Working-Glen Complete Booked Off = o/ - bjo

Notes:
e Employees in YELLOW are working that day for Alpha.

¢ Employees highlighted in PINK are booked off. Employees on call are identified by “o/c”
beside the name.

To book off an employee or put them on call:

o Click the minus and plus links on either side of an employee’s hame to quickly set
the employee as booked off (-) or on call (+) for that day.

(O)sierinF & || SIGRID F | OR |- siGrin{(2)  |mmmp| SIGRID F o/ |

o If booked off, the name will be highlighted in PINK on the assignments screen; if on-
call, an o/c label will be displayed.

o When you book off an employee or place them on-call, a new note appears on the
Employee Details page.

Notes(1) Add: Today Tomorrow
ID  From To For Booked Off?t Tag Note Created  Modified By

|E ‘ 0ct-17-2019 ‘ Dclrznrznm‘ ca |‘(Es |Cnmp lime‘wmked 7 straight days and is taking time off in compensatio | Oct-17-2019 |0n71772019| SiteAdmin Role ‘@‘

Notes regarding the “On Call” status

Dispatched employees are really always on call. However, there are two situations
when dispatchers will mark them “o/c.”

- The employee is on call for a weekend. On Friday, an employee who wants more
shifts might tell the dispatcher that they are available for the weekend.

- When they work an 8:00 AM job, are done by 10:00 AM, and are looking for more
work that same day.

So, when looking for an employee who is available for a job, the o/c “overrides”
the “At Job Today.”

TaiRox Traffic Control Dispatch 18
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To remove a booked-off or on-call status for an employee:

o Click the employee’s name to display the Employee details page, then click the
button at the end of the “booked-off’ or “on-call” note to remove the booked-off or on-

call status from the Assignments page @

You can also book off employees from the Employee Details page and add a tag to
explain the reason. (You can see the tag “Mat Leave” in the screen at the top of the

page.)
e Daily Notes (if any) appear at the top of the Assignments page.

The notes are reminders that will also appear on the Assignments page. An example
might be “lan’s Truck will be fixed by noon”. Links are provided to show More or Less of
the notes with one click.

e The most recent text messages from employees (and not yet processed, therefore
“Active”) are shown at the top of the page.

Texts also appear on the Assignments page, along with links to all messages or active
messages.

TaiRox Traffic Control Dispatch 19
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Daily Notes

Daily Notes

Daily notes appear at the top of the Book and Assignment pages.

e Click the New Daily Note link to add or edit notes.

e Click the Submit button in the Daily Note screen to return to the prior screen.

Alpha Traffic ke ..

Customers | TMP Jobs | Jobs(531 North Road) | Employees(CLAIRE B) | Orientation | Training | Trucks

L~ Mon day
8 entries. Create New Job | New Daily Note tess

View Change Log
Daily Note Details

Ju|_22_ ~Ronald 1 3 no show at work =
- Claire 20 minutes late Created Jul-22-2024

2 0 2 4 For Day 2024-07-22
Ronald is a no show at work

- Claire 20 minutes late
Print: Truck Sheet Book Summary

[pu222022 ) [ Yesterday | [ Tuesday | [ Wednesday | [ Thursday | ~

Start  Customer & PO Note Address
0700 |$Cash Nigil 531 North Road, Coguitiam

0700 | BCIT Campus John 3475 Highland Drive, Coguitiam e
0800 |BCIT Campus - 3675 Kingsway, Vancouver

060011 | BMO Marathon called in at 8:58 am 232nd St & Birch Ave, Maple Ridge

0700 | BMO Marathon called in at 8:58 am 232nd 5t & Birch Ave, Maple Ridge

0700 | Richmond Centre Caribbean Days W Esplanade, North Vancouver

0700 |Simon Fraswer University | Cameron 604-985-7474R | 3607 Capilano Rd, North Vancouver

0700 | University of BC Malt 604-785-4276 Beach & Pacific, Vancouver

- - - Totals =====>
Cancelled Complete li=Multiple Start Times xxc=Mismatched Shifts R=Recurring ns=Non-Supply

TaiRox Traffic Control Dispatch
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Night Dispatchers

You can specify dispatchers that are on-call night dispatchers, and have all text messages
forwarded to their phones during night shifts.

This allows on-call night dispatchers to address emergency issues — such as police requiring a

flagger

or 2 to handle an accident scene, or to handle problems on night dispatch jobs.

To specify night dispatchers and have texts forwarded to them during shifts:

Notes:

TaiRox Traffic Control Dispatch

Choose Night Dispatchers from the Main Menu. The following form appears:

CENi i :

N|ght Dispatchers: 3

ID User Phone On Duty? From To First Start Date Last Start Date Modified By

1 |alpha |604-805-1871|MNo 0000 |2359|Jul-22-2024 Jul-22-2024 Jul-22-2024 | Super User

5 |-None- |- No 0000 |2359|Jul-22-2024 Jul-22-2024 Jul-22-2024 | Super User
9 | -None- |- No 0000 | 2359 Jul-22-2024 Jul-22-2024 Jul-22-2024 | Super User

Note: This form lets you set up three night dispatchers — or set up night dispatchers for
three durations — for example, from Monday to Friday for Week 1, Week 2, and Week 3.

Click the User column to edit IDs. The following form appears:

Fa
Dispatcher -None-

Fill in the form as follows:

o Select the user who is working this shift.
o Select the On Duty checkbox to activate text forwarding.

If On Duty is checked, all texts that arrive within the specified shift times will be
forwarded to the dispatcher’s phone.

If On Duty is not checked, that dispatcher will not receive forwarded texts.

o Specify the shift hours — such as 0000 to 0800.
o Specify the first and last days of the shift.
Note that the first and last dates are both labelled “Start” date. This is because these
dates are the start dates of the first and last shifts.
For a night dispatcher, their shift will often start on one day (e.g. at 2200) and end
the next day (e.g. at 0500).

A night dispatcher could also start at 0200 and end their shift at 0800 - same day —
or start at 1800 and end at 2359.

You must fill in the shift times and dates to forward text messages during shifts.

Many TCP Dispatch users have the same people on the same night shifts for weeks or
months at a time. The On Duty checkbox lets these people be turned on and off easily
(for example, when they are on holidays) without changing other settings.

Copyright © 2010-2024 TaiRox Software, Inc. All rights reserved.
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Employees

Choose “Employees” from the “top menu” to see a list of employees and to add new ones. For
information on assigning employees to jobs, see Assign, Notify, and Confirm Resources.

Alpha Traffic ke ...

Customers | TMP Jobs | Jobs Orientation | Training | Trucks

o Maln New Daily Note Less  Employee Texts: 2 Newly Received -- All - Active

- Ronald is a no show at work  GDS Richmond Mark: Done

M e n u - Claire 20 minutes late GDS Got it Mark: Done

Click the Reset Filter link if the list is blank or displays fewer employees than you expected.

The Employees list appears as follows:

d’ Emp|0yee5: 1 2 Create New Employee
» Employees - Notes

Quick[_ ] Filter: status(a) Reset Filter
m Sprt SmpRt  code  Firsthame LastName Drives Skl Level Phone Gty Prov Message Aid LCT HWY CR FWY S TCPExpires AbstractExpires AidExp. Hear.Exp. Birthday DL# SIN PH# Modified By
5 |Oct-26-2023 |- 'CLAIRE B Claire Brown LC-05 |3 - Probationary LCT | 778-555-1212 | Vancouver | BC reported lazy [0 LCT |HwWY F - |Jul-20-202¢4 |- - - Sep-16-1996 DL |SIN [Care |Jul-19-2024|Alpha User
28 |Nov-02-2023 |- NORMAN W | Nerman Walker NONE |5 - Highway LCT 778-555-1212 | Vancouver | BC o LCT |HwWY F - |Nov-01-2024 |- - - Sep-16-1996 DL |SIN [Care |Jul-19-2024|Alpha User
4 |Dec-02-2023 |- JEFFB Jeff Bell LC-04 |3 - Probationary LCT | 778-555-1212 | Vancouver | BC - o LCT |HWY F - |Sep-26-2024 |- - - Sep-16-1996 DL |SIN |Care |Jul-19-2024|Alpha User
3 |Dec-30-2023 |- RONALD A | Ronald Arnold LC-03 |3 - Probationary LCT | 778-555-1212 | Vancouver | BC weekdays only [0 LCT |HWY F - |Nov-20-2024 |- - - Sep-16-1996 DL |SIN |Care |Jul-19-2024|Alpha User
30 |Jan-18-2024 |- FRANCES Y | Frances York NONE |1 - Probationary TCP |778-555-1212 | Vancouver | BC 0 LCT |HWY F - |Oct-12-2024 |- - - Sep-16-1996 DL |SIN |Care |Jul-19-2024 | Alpha User
1 |Feb-15-2024 |- GDS GD Singh LC-01 |2 - Experienced TCP | 604-781-1110 | Vancouver | BC 0 LCT |HWY F - |Mar-30-2025 |- - - Sep-16-1996 DL |SIN |Care |Jul-19-2024 | Alpha User
6 |Mar-24-2024 |- EMMA C Emma Caufield LG-06 |4 - Experienced LCT |778-555-1212 | Vancouver | BC o LCT |HWY F - |Sep-23-2024 |- - - Sep-16-1996 DL |SIN |Care |Jul-19-2024 | Alpha User
27 |Apr-08-2024 |- ALEXV Alex vej NONE |5 - Highway LCT 778-555-1212 | Vancouver | BC weekdays only (0 LCT |HWY F - |Dec-21-2024 |- - - Sep-16-1996 DL |SIN |Care |Jul-19-2024 | Alpha User
29 |May-11-2024 |- ‘GORD X Gord Xanthos NONE |5 - Highway LCT 778-555-1212 | Vancouver | BC reported lazy |0 LCT |HwWY F - |Apr-22-2025 |- - - Sep-16-1996 DL |SIN |Care |Jul-19-2024|Alpha User
26 |May-25-2024 |- ARTHUR V | Arthur Verma NONE |4 - Experienced LCT |778-555-1212 | Vancouver | BC o LCT |HwWY F - |Mar-03-2025 |- - - Sep-16-1996 DL |SIN [Care |Jul-19-2024|Alpha User
25 | Jun-12-2024 |- ARMSTRONG U |Armstrong | Ullman | NONE |3 - Probationary LCT | 775-555-1212 | Vancouver | BC o [ier [hwy F |- |maroz2025 |- E c Sep-16-1996 DL |SIN |Care | 1ul-16-2024 | Alpha User
2 |Juk-17-2024 |- WADE F Wade Forster LC-02 |3 - Probationary LCT | 604-307-9740 | Vancouver | BC o LCT |HWY F - |Dec-02-2024 |- - - Sep-16-1996 DL |SIN |Care |Jul-19-2024|Alpha User

e Click a column heading to sort the employee list by that column.

» Employees - Notes

Quick: Filter: status(a) Reset Filter
m Se":’"“' Se"',‘_’"t" Code First Namqf Last Name+Y}Drives skill Level Phone City  Prov
5 .
3 |Dec-30-2023 |- RONALD A | Ronald Al LC-03 |3 - Probationary LCT | 778-555-1212 | Vancouver | BC
4 |Dec-02-2023 |- JEFF B Jeff Bell LC-04 |3 - Probationary LCT | 778-555-1212 | Vancouver | BC
5 | Oct-26-2023 |- CLAIRE B Claire Brown LC-05 |3 - Probationary LCT | 778-555-1212 | Vancouver | BC
6 | Mar-24-2024 |- EMMA C Emma Caufield LC-06 |4 - Experienced LCT | 778-555-1212 | Vancouver | BC
2 |Jul17-2024 |- WADE F Wade Forster LC-02 |3 - Probationary LCT | 604-307-9740 | Vancouver | BC

o To find an employee fast, type the full or partial first name into the Quick field and click
the Go button (or press Enter). (In this case, first names containing “g”.)

» Emplovees _Notes
QUiC Filter: First Name Contains{g) Status(A) Reset Filter

D Sen::nty Senlz First Name Last Name* Drives Skill Level Phone City Prov  Message
1 |Feb-15-2024 |- GDS GD Singh LC-01 |2 - Experienced TCP | 604-781-1110 | Vancouver | BC -

25 |Jun-12-2024 |- ARMSTRONG U | Armstrong Ullman NOME |3 - Probationary LCT | 778-555-1212 | Vancouver | BC -

29 | May-11-2024 |- GORD X Gord Xanthos NOME |5 - Highway LCT 778-555-1212 | Vancouver | BC reported lazy

o To view an existing employee’s data, click on their first or last name in the table.

. “ E I ARMSTRONG U New Employee Message
w Emp|0yee5 . 3 Create New Employee »Emumzsxn

Samorron
» EI’I‘ID|O¥EE‘5 - Notes Edit Details - Google Maps - Notes Report - Texts Report
QUiCk: Filter: First Name Contains(g) Status(A) Reset Filter
code ARMSTRONG U Remote 14: - Stotes aetve
_ ,, Fest Homwe Aewatrong Last Hame Ulnan Tramsit User 1
mp Semority  Senlority  coge | First Name fLast Name: Drives  Skill Level Siiee 3oyl B Cemactl Wity
1 2 Drives NONE) Sebect Emergency Contact 2
car mssson Ema
1 |Feb-15-202% - GDs GD kingh LC-01 |2 - Experienced TCP |/ Mome - Other -
Address ay Vancounes
25 |Jun-12-2024 |- ARMSTRONG U Armstrgng  Uliman NONE |3 - Probationary LCT |* AR o Postal Code ves 1
29 | May-11-2024 - GorRDX | Gord i T fanthos NONE |5 - Highway LCT — oo A N soiupl ot e
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Employees

Click the “Edit Details” link to change any of the details.

& Employee ARMSTRONG U """

» Employees-Notes New Date: [u-2+2024 1% 60| [Today ] [Tomomow ]
Edit Details] Google Maps - Notes Report - Texts Report
1D(25) Created(Jul-23-2023) Modified(Jul-22-2024 by Alpha User)

Code ARMSTRONG U Remote Id: - Status Active.

-

&8 Employee ARMSTRONG U

HO425) Created(hul-23-3023) Hodfied Buk 13- 3034 by Al i)

First Name ullman  Transit User No

skall Level

Armstrong Last Name
5 - Probationary LCT Emergency Contact 1 M 604.555-1212
(NONE) Select Emergency Contact2 -~
7785551212 Email

7] Bemote 14:

Vancouver
Ves 144

0Gas Card# -

7 Yes Has Signs? No

BC
Canada

Qualified to Drive  LCT-Yes HU/Y-Yes CR-No
TCP Certificate 1234567 Expires Sep-29-2024 Dri
First Aid Bxpiry -

BirthDay Sep-16-1996
Social Insurance # s

Alpha Employee?  Yes

Seniority 1 Oct:23-2023 Seniority 2

Address aity

ID JobDate Start Customer

Skt | [ Concd

To add a new employee record:

Select Employees from the top menu.

Click the “Create New Employee” link near the top of a page.

£ Employees: 12

» Employees - Notes

Quick:_____ ][ co|Filter: status(+) Reset Filter
Fill in the information on the form that appears.
Notes regarding specific Employee fields:

o Code: Enter a code for the employee — like SMITHB, CHUCK.

o Status: Change the status of employees to inactive or terminated, if necessary.
(See Settings Records "Inactive" and Reactivating Records for more information.)

o Skill Level: Select the skill level of the employee.

o Drives: Select a truck from the dropdown if the employee is assigned a particular
truck. Use the “Find” field if the dropdown has too many trucks.

o Primary Phone: Choose the phone number that will be sent texts.

o Assignment Colors: The choices are None, Important, or Other (Important [SHE%).
This choice changes how the city field appears for the employee on the Employee’s
page and Assignments page — for example:

Canada Canada Wednesday™ Thursday Friday Saturday

Seniorityt Truck Sen.  Jul-30-2024 Jul-31-2024 Jul-01-2024 Jul-02-2024 i e
Jan-31-2019 | Jan-31-2019 |-~ MITCHE # |- MITCHE + |- MITCHB * |- MITCHB + 1- Trainee |LCT

Jan-31-2019 | Jan-31-2019 - SMITHN + |- SMITHN + |- SMITHN + |- SMITHN % |Campbell River|1 - Trainee |LCTF
Jan-31-2019 | Jan-31-2019 | - CAMPBELR +|- CAMPBELR + |- CAMPBELR +|- CAMPBELR + |Fanny Bay 1- Trainee |LCTF

TaiRox Traffic Control Dispatch

o Qualified to Drive: Select what and where the employee is qualified to drive.
Drives on Freeway: Select if the employee can drive on the freeway and has signs.
o Seniority: Employee records can appear in order of seniority on the Assignments

page.
You can also choose to add or edit the following items on the Employee Details page:

0]

(0]

Add or delete notes attached to the employee, both ad-hoc notes and notes related
to jobs — such as booked-off or on-call periods.

@

Text messages sent to and received from the employee. Click the Send Text link to
send a text to the employee now.

®

Customers that this employee will not work for. This information appears when you
assign employees to jobs. You can override the exclusion.

23
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Alpha Alpha

Employees

Wednesday®  Thursday Friday Saturday _ _
Seniority: Truck Sen. b= Oct-16-2019  Oct-17-2019  Oct-18-2019  Oct-19-2019 b b Soll=sl Ire @i
[3an-31-2019 3an-31-2019 | Customer Excluded At-Job-This-Date SELECT =»| 778-881-3610 (250-555-1212) | JEFFC | 38FFE comp time [3EFFE comp time |JEFFE comp time | Duncan [Lers [1-Traince [LoTF [<=seLecT]
[3an-31-2018 | Jan 312019 | sELECT => | 7788813810 | sHank | SHANK Comp time | SHANK Comp time | SHANK Comp time | North Saanich |- [LCT2 |1 - Trainee |LCTF | <= SELECT |

@ Orientations that this employee has taken.

® Training that this employee has taken. For more information, see Training.

® Documents attached to this employee. (Click Add New to upload a new document or

click Link Existing to add an existing document to the employee record.)

&% Employee ARMSTRONG U " fmrore e

» Employees-Notes  New Date: [oo]
Edit Details - Google Maps - Notes Report - Texts Report

1D(25) Created(Jul-23-2023) Modified(Jul-22-2024 by Alpha User)

Code ARMSTRONG U Remote Id: - Status Active

First Name Armstrong Last Name Ullman  Transit User Mo
skill Level 3 - Probationary LCT Emergency Contact 1 M 604-555-1212
Drives (NONE) Select Emergency Contact 2  --

Cell* 778-555-1212 Email

Home = Other

Address < City Vancouver
Province BC Postal Code Ves 144
Country Canada First Aid Level 0 Gas Card# -
Qualified to Drive  LCT-Yes HWY-Yes CR-No Drives on Freeway? Yes Has Signs? No
TCP Certificate 1234567 Expires 5ep-29-2024 Driver's Abstract Expiry -

First Aid Expiry - Hearing Expiry

BirthDay Sep-16-1996 Drivers License # DL

Social Insurance # SIN Personal Health # Care

Alpha Employec?  Yes

Seniority 1 Oct-23-2023 Seniority 2
ID JobDate Start Customer Address City  Note shift Status Mark:
49 | Jul-24-2024 | 0701 531 North Road | Coquitlam |Nigi 0700 [Active [ Complete Complete, book off |
E Notes(1) Add: Today Tomorrow 3 Show: Exclude Blank Notes — All

D From 0, For Booked Off? Tag Note Created Modified By

‘25 |]u|—22—2024‘lu\—23—2024|AI [ves ‘ | ‘Jutzz—znzq|Jul—zz—zuz4|Alpha User|©|

Texts(0) Send Text

1D, Phone Message Created Modified By

Excluded Customers(0) AdgShow: All

ID Code Name City Tel Email CustomerComment Employee Comment Excluded By

Orientations(0) Add Bhow: All

ID Code Mame ShortNote Taken On Expires Medified By

Training(0) Add Show: All

ID Code Mame ShortNote Taken On Expires Medified By

 Documents(0) Add New ) Link Existing
ID Code Name Size Short Note

© © ® ® ® ©

Booking Off Employees and Adding Notes

You can book off employees using the Notes section of the employee record. To put employees

on call, go to the Assignments page.

Booked off employees are highlighted in PINK on the Assignments page shown below. You can

also add a “tag” — like “Comp Time” or “Mat Leave” to describe the leave. (The screen also
shows on-call employees, marked with “o/c”. See Assignments for more information.)

ﬂ; Alpha for 12 Employees. New Daily Note tess Show Texts: 2 Newly Received - All -- Active
GDS. K\:hmnnd'kmalk: Done
f G5 ot 1 Mk Bone
Assignments
Truck Sheet - Sort By Employee
Filter: stars(s) Reset Filter 1 Show 7 Days

Seniority Seniority  Tuesday* Wednesday Thursday Friday o
I 2 Jul-23-2024. Jul-24-2024 Jul-25-2024 Jul-26-2024 e =

Skill Level Opts

oamam|-  |mmemoe ]2 [ omeo B [B oAnco B [vancowss[repoted zy |3-Probatonay L]
Nov-02-202 - NORMAN W oo | |2 norwanw &[5 norManw & [var |5 - Highvay LT[ LeTHwYE|

| peca2-2023 - - B ¢ [= Jere = |5 e = [= e s | va |3 - Probationary LCT | LoTHWYF |

TaiRox Traffic Control Dispatch
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To book off an employee or to add notes:

Select the Employee by clicking the first or last name on the Employees page.
Click the link to add a note.

Edit Details - Google Maps - Notes Report - Texts Report
1D(20) Created(Jul-20-2023) Modified(Jul-19-2024 by Alpha User)

Code FRANCES Y Remote Id: - Status Active
First Name Frances Last Name York Transit User No
Skill Level 1 - Probationary TCP Emergency Contact1 M 604-555-1212
Drives (NONE) Select Emergency Contact2 -~

cell* 778-555-1212 Email

Home - Other -

Address - city Vancouver

Province 8C Postal Code VS 144

Country Canada First Aid Level 0 Gas Card# -

Drives LCT-Yes HWY-Yes CR-No e Yes Has Signs? I

TCP Certificate 1234567 Expires Oct-13-2024 Driver’s Abstract Expiry -

First Aid Expiry -

BirthDay Sep-16-1996
Social Insurance # SIN

Alpha Employee?  Ves
Seniority 1 Jan-18-2024 Seniority 2
ID JobDate Start Customer  Address city Note  Shift Status Mark:
|63 [2ul-23-2024 0700 [Richmond Centre |w Esplagade North vancouver| Caribbean Days 0700 [Active | Complete Complete, book off
—l Notes(1) Add: Toda( Togurrow ) Show: Exclude Blank Notes - All
o From To, Off? Tag Note Created Meodified By
‘ 30 ‘Jul* 1?72024‘ Jul-20-2024 ‘M |VES ‘ - ‘ - ‘Ju\*]&lﬂlﬂ Jul-19-2024 ‘tha Uwrlo‘
Texts(0) Send Text
1D, Phone Message Creasted Modified By

Excluded Customers(0) Add Show: All

ID Code Name City Tel Email CustomerComment Employee Comment Excluded By

Select the Date Range for the “booked-off” time, select which days of the week are
affected, and select the “Book Off On These Dates” checkbox.

Enter a tag that you want to display on the Assignments page for booked-off employees.

Enter any notes that you want, and then click the Submit button.

Employee Note Details

Status Active ¥

Applies to Alpha?

Applicable Dates - Days of the Week within Date Range

Date Range [3ul-29-2024 ["®jto] Aug-05-2024
Days of the Week Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Note or Action for These Dates
Book Off On These Dates[f]
Tag will appear in assignments

Booked off last week of July and August long weekend

Notes

The new booked-off note now appears on the employee detail screen.

Notes(1) Add: Today Tomorrow -- Show: Exclude Blank Notes -- All
ID  From Toy For Booked Off? Tag Note Created  Modified By

|55 |Ju|-29-2024| Aug-05-2024|AI ‘Yes | ‘Last week in July - plus August weekend booked nﬂ‘|Jul-23-2D24|Ju|-23-2024|Alpha User|0|

Click the button at the end of the line to delete the note — and remove the booked off
status from the Assignments page & (You can also remove on-call status notes on the
Assignments page — see below.)

You can quickly book off an employee or put them on-call from the Assignments

page:

Go to the Assignments page (see Assignments).

Click the minus and plus links on either side of the employee’s name to quickly set the
employee as booked off (-) or on call (+) for that day.

If booked off, the name is highlighted in PINK on the assignments page.
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Sending Texts from the Employee Details Page

You can send a text at any time to employees from the Employee Details page.
e Select the Employee by clicking the first or last name on the Employees page.
e Click the Send Text link to send a text.

10(30) Created(Jul-20-2023) Modiied(Jul-19-2024 by Alpha User)
Code FRANCES Y Remote 1d: - Status Active

First Name Frances Last Name York Teansit User i
sl Level 1- Probationary TCP. Emergency Contact 1 M 604-555-1212
Drives (NONE) Select Emergency Contact 2

ceit* T8sSS1212 Email

Home.

Address Vancower
Provins L3 ves 144

Country Canads 0 Gas Cards
Drives LCT-Yes HWY-Yes CRNo WP Yes Has Signs? No
TCP Certificaty Expires Expiry

First Asd Expiry

BerthDay Sep16-19% o

Social Insurance # SIN e
Alpha Employee?  Yes
Sentonity 1 Jan-18-2024 Semtority 2

ID JobDate Start Customer  Address aty Note  shift Status Hark:

63 [20123:2024 0700 | Richamond Centre| W Esplanade | North Vancowver | Cacbbean Days 0700 |Actve | Complee Complete, bock off
Notes(1) Add: Today Tomorrow — Show: Exclude Blank Notes - All

For Booked Of? Tag Note Created  Modified By

plus August weekend booked off Jul-23-2024| Jul-23-2024  Alphs User | @)

ated Modified By

Excluded Customers(0) Add Show: All
ID Code Mame Gty Tel Email Customer Comment Employee Comment Excloded By

o Enter the text, and click the “Send, Stay” link — then wait until the text is successfully
sent.

Text
Employee Texts: O refesn

Quicky ] Filter: smswsatfrom 1) Employes 1430 status(40) Reset Filter

1d, Employee  Phome  Text Message S/R? Mid # Status Result Error Created By Mark

Please confirm that you are available for work on Thursday evening]

-| Frances v | 17785551212 | - ( sene, itzv)
[N —

All texts sent to employees appear on the employee details screen.

Texts(2) Action: Send Text
ID;  Phone Message Created  Modified By

|1 [17788813810 | Please confirm Jul-21-2024 - Wednesday job at 0800 for §Cash in Victoria at 3484 Kingsway do Slow Lane Closure. -| Jul-21-2024 | Jul-21-2024 | SiteAdmin Role|
|2 [ 17788813810 | Please confirm that you are available for work an Thursday evening. | 2ul-22 2024 [ 20-22-2024 | Siteadmin Role |

Broadcasting Texts to Employees

The “Broadcast Text to Filtered Employees” link appears on the Employees page (below) if you
have appropriate rights to use it.

ﬁ» Emp|0yee5: 2 Create New Employee

» Employees - Ngias,

Quick:| | (o J Filter: wote cantains(weekdays) status(x) Reset Filterl
m P SenT code  FstName Lastame Drives skl Level Phone Gty Prov  Messsge Aid LCT HWY CR FWY S TCPExpires Abstract Expires AidExp. Hear.Exp. Bithday DL# SIN PH# Modified By
(3 [pec30-2023]- |RonALD A[Ronald  [Amold  [Lc-03 [3- Probationary LCT | 778-555-1212  Vancouver [Bc [weekdays only[0 [T [nwy [- [F |- [Nov-20-2024 [- - [- [sep-t6-1996[pL SN [Care [1uk-13-2024 | ipha User|
27 [ Apr-08-2024 |- | ey [aex [vei [NONE |5 Highway LET | 778-555-1212  Vancouver [Be [weckdays onty[o [rcT [hwy |- [F |- [Dec21-2024 |- [- - [sep-16-1996[DL [SIN [Care [1uk19-2024 | Alpha User|

e Use the Filter link to select employees for the broadcast. The filter provides an extensive
set of selection criteria — in the above case filtering for “Workdays” in messages.

&% Employee Filter ...

Filter Values
Clear All Filds
Status Actve [ Inactive || Termanated

® an O ves O o

Address ® contains () Stasts O Equal O Not-Equal

Email ®) Contans ) stans ) Equal ) not-Equal
[ g et O s O O oz |
Orventation Hvl

Training (i)
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Click the “Broadcast Text to Filtered Employees” to compose the text broadcast. The

[ ]
form lists all employees that will receive the text. If the list is not correct, click Cancel,
and reselect the Filter criteria.
Msg Broadcast Text to 2 employees. Note Contains(weekdays) Broadcast To?(Yes) Status(A)
» Employees
e Click the “Send Broadcast...” and WAIT until the texts are sent.
NOTE:
e WAIT for aresponse! This should take a few seconds. If you press the Send button
again, it will send the broadcast again.
o Employees MUST have the “Broadcast To” option checked, and they must have a
telephone number — as well as meet the Filter criteria — to get a text message.
ID(1) Created(Mar-29-2018) Medified(Oct-15-2019 by Admin User)
. s B | e “D'—n—'T |
e P i = S ey ‘
Primary Phone ® cell O Home O) other Assignment Colors [None ] Seream
[ owenn ] i
e Uncheck “Broadcast To” to opt-out individual employees from text broadcasts.
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Trucks

The Trucks list is always available from the “top menu”.

I ¢~ Book (Alpha) D ts | Reports | User: Alpha U
Alpha Traffic 2w T e oo
Customers | TMP Jobs | Jobs | Employees{(FRANCES Y) | Crientation | Trammg
<]
e Click the Trucks link in the “top menu” to view the following list of trucks.
Click the Reset Filter link if the list displays fewer trucks than you expected.

AI h a Traffic Book (Alpha) Documents | Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout

Customers | TMP Jobs | Jobs | Employees(FRANCES Y) | Orientation | Training | Trucks

s .
% TI'LICkS . 1 2 Refresh -- Show Finandial Data -- Create New Truck

Quidke[— ] Filter

ID Codet Geotab Name Driver Make Year Plate LCT HWY (R Home Snows? Chains? Note N/A From N/ATo Modified By

1 [ALCO1|-- Don T GDS Chevy 2020 |JOY 767 |LCT |HWY |CR |- - - - - - Jul-19-2024 | Alpha User
2 |ALC02 |--- Wade F (WADEF |Ford |2021 (FUN 999 |LCT |HWY |CR |- - - - - - Jul-19-2024 | Alpha User
3 |ALC03 |- Ronald A |[RONALD A |RAM 2022 |WWF 534 |LCT |HWY [CR |Home |- - In Yard - - Jul-19-2024 | Alpha User
4 |ALC-04 |--- Jeff B JEFF B GMC 2019 |SRT 787 |LCT |HWY |CR |Home |- - Highway Truck |- - Jul-19-2024 | Alpha User
5 |ALC05 |- Claire B |CLAIREB |Chewy |2020 [ACE646 |LCT |HWY [CR |- Snows |- - - Jul-19-2024 | Alpha User
6 | ALC-06 |--- Emma C |EMMAC |Ford |2021 |WBX 511 |LCT |HWY |CR |Home |Smows |- - - - Jul-19-2024 | Alpha User
7 |ALCO7 | - Sigid D [SIGRIDD |RAM |2022 |YUU 722 |LCT |HWY (CR |- - - In Yard - - Jul-19-2024 | Alpha User
8 |ALC-08 |- Keith E |KEITHE |GMC |2019 |JOY 389 |LCT |HWY |CR |Home |- Chains | Out of Service |Jun-05-2024 | - Jul-19-2024 | Alpha User
9 |ALC09 - Kevin G |KEVING |Chewy |2020 |FUN 243 LCT |HWY [CR |Home |- Chains - - - Jul-19-2024 | Alpha User
10 (ALC-10 |- George G| GEORGE G| Ford | 2021 |WWF 314 |LCT |HWY |CR |- Snows |- Being Serviced | Jul-19-2024 | Jul-23-2024 | Jul-19-2024 | Alpha User
11 (ALC1 |- Indira H |INDIRAH |RAM 2022 |SRT 431 |LCT |HWY |CR |- - - Out of Service | Jun-16-2024 | - Jul-19-2024 | Alpha User
12 (ALC-12 |- Fran I FRAN 1 GMC 2019 |ACE 152 |LCT |HWY |CR |Home |Smows |- - - - Jul-19-2024 | Alpha User
A=Active I=Inactive O=0ut of Service

e Use the Quick field to search for a truck. Type the name or partial name and click Go.
e Click a column heading to sort the list by that column.

o Click the “Create New Truck” link to add a truck to the list.

o Click the “Name” field to view or edit truck details.

e Inthe demo site, trucks are LCTs (lane closure trucks). Your system can have more
truck types with different truck names and abbreviations — such as buffer trucks (BFTS),
transport trucks (TT), or Other.

The Truck Details screen appears as follows:
o Click the Edit Details link to change truck details.
For example, to change the driver:

o Click Edit Details.

o Choose a new driver from the dropdown (or type a name in the Find field, and then
choose from the filtered dropdown).

o You would also change the “Name” to match the new driver’s name.

o Click Submit at the bottom of the screen.
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%= Truck LC-01 oos

Truck Details
® 1 Created: 1U-202023 Modified: Jul19-2024 by Alpha User
Code* [tcor | Remotera:| |
Nome* [Don T ]
[orver el = 1]
Lease #Losis | From an302020 ) to [puror2023 ) Payment: [653.14
Geotabld [ |

| Model: Siverado | Year:[220__ ]

[ 4o o]
J

e Click the Truck History Report link to see all the activity, for a range of dates, for a given
truck.

B Truck LC-01 ooy ™

» Trucks

Truck Details - Edit Details -ITmck History Repnrtl

ID Active 1 Created:Ju-20-2023 Modified: Jul-19-2004 by Alpha User
Code LC-01 Remote Id: -

Name Don T

Driver =

e You can view the report onscreen, or have it emailed to you.

AI ha Traffi c Truck History sorted by Job Date Alpha Beta Group
p Truck LCO1 - Ronald A Jul-23-2024
Customer City Job Drate: Start Driver
AAMS Coquitlam 531 Marth Road Jul-17-2024 0700 ROMALD A
AAAA Coquitlam 531 Morth Road Jul-15-2024 0700 RONALD A
AAAL Coquitlam 531 Morth Road Jul-18-2024 0700 RONALD A
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Customers

Choose “Customers” from the “top menu” to see a list of customers and to add new ones.

Note that “customer” often means “a city or utility department that requires service.” So COV
(City of Vancouver) Sewers, COV Streets, and COV Water might be different customers with
different contacts.

AI ha Traffic Book (Alpha) Documents | Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout

IDJstcmErs TMP Jobs | Jobs | Employees | Orientation | Training | Trucks

O Maln New Daily Note ess  Employee Texts: 2 Newly Received -- All — Active

GDS Richmond Mark: Done

M en u N GDS Got it Mark: Done

The Customers list appears as follows:

AI h a Traffi c Book (Alpha) Documents | Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout

Customers | TMP Jobs | Jobs | Employees | Orientation | Training | Trucks

Alcustomers: 6
» Customers - Contacts - Notes

Quick(——] Filter: status(a) Reset Filter

ID  Codet Name Refer Contact Address Gty Prov/St Tel Fax Cell Email Website Modified By

1 |Amaa §Cash No  |Don - - Other- |BC 604-805-1871|- |- |- - Jul-19-2024 | Alpha User
2 |Bam BCIT Campus No  |Wade |- Burnaby |BC 604-307-9740 |- |- |- - Jul-19-2024 | Alpha User
5 | BMO BMO Marathon No |- - Vancouver | BC - - - - - Jul-19-2024 | Alpha User
6 | RICHCENT|Richmond Centre No |- - Richmond |BC - - - - - Jul-19-2024 | Alpha User
4 |sFU Simon Fraswer University[No |- - Burnaby |BC - - - - - Jul-19-2024 | Alpha User
3 |uBC University of BC No |- - UBC BC - - - - - Jul-19-2024 | Alpha User

Click the Reset Filter link if the list is blank or displays fewer customers than you expected.

e Click a column heading to sort the Customers list by that column.

» Customers - Contacts - Notes

Quick——] Filter: status(x) Reset Filter

D Code Name Refer Contact Mdlﬁ@ Prov/St Tel Fax Cell Email Website Modified By

5 [BMO BMO Marathon No |- = Vancoo.. | BC 5 = - F z Jul-19-2024 | Alpha User
3 |usc University of BC Ne |- = usc BC - = E F_ Ik 1ul-19-2024 [Alpha User
6 |RICHCENT | Richmond Centre No - - Richmond | BC - - - - - Jul-19-2024 | Alpha User
4 [sAu Simon Fraswer University | No - - Burnaby |BC - - - - - Jul-19-2024 | Alpha User
2 [BaT  [BCIT Campus No  |Wade |- Burnaby |BC sosa07e7a|- |- |- |- 1ul-19-2024 Alpha User
1 [amaa [scash N [pen |- - Other- |BC so+s0s187L|- |- |- |- 1ul-19-2024 | Alpha User

e To find a customer fast, type the full or partial customer name into the Quick field and
click the Go button (or press Enter).

E‘ CU StO merS: 1 Create New Customer

- Notes
Jilter: name contains(BCIT) Status(a) Reset Filter

\ ID Code MName Refer Contact Address City, Prov/st Tel Fax Cell Email website Modified BY
[2 [ecr [ecrm compus[io  [wace |- |oumaby|ec  [enesororanl- - - |- | 3uk-19-2024] Alpha User

To add a new customer record:

e Select Customers from the top menu.
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e Click the “Create New Customer” link near the top of a page.

Acustomers: 6 G e o

» Customers - Contacts - Notes

Quick—_] Filter: status(a) Reset Filter

D Code Name Refer Contact Address Gy, Prov/st  Tel  Fax Cell Email Website Modified By
[s [eMo  [amMo marathon [wo - [- [vancouver Bc [- T [2ut-19-2024 | alpha user|

e To view an existing customer’s data, click on the customer’s name in the table.

m Customers: 6 ceste new customer m Customer UBC urersty of ec, usc, bc
» Customers - Contacts - Notes » Customers - Contacts - Notes
Quick:{T— ] [[o]Filter: staus(a) Reset Filter Customer Details - Edit Detail:
I Code o e ==y SiEs Libe=  E3n ID Active 3 Created: Jul-20-2(
5 [emo [ [emOMarathon } [no |- = Vancouver Code UBC Remote Td: -
3 |usc umversitvofgg, J  [No |- = uBC Name University of BC
6 |RICHCENT No - - Richmond Refer This Customer? No

A customer’s data is displayed as some details and a number of panels.

o Click the “Edit Details” link to change any of the details.

m Customer UBC unversiy of b, usc, sc m Customer UBC uniersiy of be, usc, Bc

» Customers - Contacts - Notes Customer Details
Customer Details{_Edit Details JPrint D - i) 3 Created: 10202023 Modifie
ID Acive 3 oo 7023 Modified Code* Remote Id:|
Code UBC Remote Id: - Name™ University of BC
Name University of BC Refer This Customer?[_|

Refer This Customer?  No Main Contact

You can also choose to edit the following customer items:
@ Customer contacts
@ Notes attached to the customer

® Employees that this customer will not work with. (This works the same way as
customers that employees won’t work with. Both can be overridden. It doesn't matter
to a dispatcher — and, usually, if there are very few employees available, a customer
will accept someone they don't like.)

m Customer UBC university of 8¢, usc, sc

» Customers - Contacts - Notes
Customer Details - Edit Details - Print Details - Google Maps

ID Active 3 Created: Jul-20-2023 Modified: Jul-23-2024 by Alpha User
Code UBC Remote Id: -
Name University of BC
Refer This Customer? No
Main Contact
Address =
UBC, BC V65 1A4
Country Canada
Tel
Fax
Cell
Email
Email 2
Wehsib
(D Contacts(1) Add Contact)Quick:_____ ] status(2) - Show: All
ID Namet Job Title Dept Tel Fax Cell Email Modified By
JS |Bobby_J-__ | |- | ‘?7&—555—1212|— |Ju|-19-2024|A\pha User|0‘
(Edd Note )- Show: All
ID Note Created  Modified By

! !ﬂgﬂ&d_&e_ﬂ:ice for non payment|]u\-20-2023|]u|—19—2D24|AJpha User‘o|
@ Excluded Employees(0): Add) Show: All

m Sem]t-)nty

m;"tvCDdeNﬂme(ityf C t Empl C Excluded By
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Traffic Management Plans

Traffic Management Plans let you track permits, site plans, and other documents through
approval processes.

Typically, you create traffic management plans before being awarded a contract. Then once the
plan is approved, you create dispatch jobs from the traffic management plan.

With a few clicks, you can create dispatch jobs from Traffic Management Plans that include site
plan pictures and relevant documents.

To create a new traffic management plan:

e Select TMP Jobs from the Main Menu or from the top menu bar.
Customers Jobs\ Employees | Orientation | Training | Trucks

O Ma N New Daily Note Less  Employee Texts: 2 Newly Received -- All - Active

DOM T ok Mark: Done

N WADE F confirmed Mark: Done
Menu "

| Copy Alpha Jobs || Night Dispatchers |

Daily Notes | Cities
I TMP Jobs | Job Descriptions

Time Entries | Skill Levels |

e Click the Create New TMP Job link.

Bl TMP Jobs: 1
» Main Menu » TMP Jobs

Quick ] Filter - Show Overdue

ID Customer: Contact PO # Address City Received Assigned To  Status Due Date Completed Modified By

[1 [anan [ |- [1234 Main Strect] Cloverdale [ 0ct-23-2023] - [ In Progress [ Nov-28-2023] - [3ul-28-2024] Aipha User |

e Select the customer that requires the job. Go to the Customer screen first if you need to
add a new customer.

Filtering 6 Customers
m Select Customer
Quick ) Filter: status(a) Reset Filter - Cancel Selection

Codet Name City Prov/st
CLICK HERE TO SELECT => | AARA $Cash - Other - |BC
CLICK HERE TO SELECT => | BCIT BCIT Campus Burnaby |BC
CLICK HERE TO SELECT => | BMO BMO Marathon Vancouver | BC

e Fill in the information on the TMP Job Details screen.

TMP Job Details
Customer  BCIT - BCIT Campus

Contac
Pomumber
Project #

Address ‘

City* Choose ... hd

Received | Jul-30-2024 L.
Status
Due Date | Aug-29-2024 il

Completed

Notes

Submit | Cancel
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o :Enter the customer, address, PO number, and project number, then click the Submit
button.

.TMP Job

» Main Menu » TMP Jobs
Create Dispatch Job
P Job Details - Edit Details

Id 5 Created Jul-30-2024
Modified  Jul-30-2024 by Alpha User
Customer BCIT - BCIT Campus
Contact Wade

PO Number2024-8463

Project # 100

Address 3700 Willingdon Avenue

City Burnaby
Assignd To Mark
Received  Jul-30-2024
Status In Progress
Due Date Aug-29-2024
Completed -
Attach site plan and permits when received.
Motes

. 4
Add Plan
ID Name Status Received Completed Notes Created Modified By

Add Permit

ID Name Status Received Completed Notes Created Modified By

[+] set status To: | In Progress | | Out for Approval | | Approved | | Cancelled |

Documents(0) Add New - Link Existing
ID Code Name Size Short Note

e You can track the status of plans and permits on the TMP Job Details screen, and use
the links at the bottom of the screen to attach site plans, permits and documents:

ACCESS WILL BE MAINTAINED
DURING WORK HOURS

| [
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Time Entries

Time Entries show the number of hours that employees worked during a partcular time period
and day. The time entries are based on the start and finish times collected from the daily book.

The workflow for creating pay periods and processing time sheets is as

follows:

e Create a new pay period.
Pay periods include a start date and the number of days in the period (such as 7 or 14
days).
o Add employees to jobs.
Jobs include the start time for employees’ shifts.
e Employees text dispatchers when their shifts are completed.
The result appears as start an end times on the Time Entries page.
Tlme EntrIeS: 6 Refresh -- Pay Periods
Quick[— ] Filter: entrytfrom 1) Alpha status(a) Reset Filter Show: [Empty Time Sheets] [TCP Mismatches] [Hour Mismatches]
ID Paper Period Status State For JobDate Customer MNamer Address PO# Employee Approved Start Finish L? As Hours Extra Notes
500001 (000000 | Jul-28-2024 | Active | Empty |Al  |Jul-28-2024 | ABAA §Cash 531 North Road Don Thomson | No 0700 |- N |LCT(O
500002 (000000 | Jul-28-2024 | Active  |Filled |Al |Jul-28-2024 | BCIT BCIT Campus 3475 Highland Drive Wade Forster | No 0900 (1600 |N |LCT|7.00
500005 (000000 | Jul-28-2024 | Active | Filled [Al |Jul-28-2024 | BMO BMO Marathon 232nd 5t & Birch Ave Claire Brown | No 0900 (1630 |N |LCT|750
500006 (000000 | Jul-28-2024 | Active | Filled |Al |Jul-28-2024 | RICHCENT |Richmond Centre W Esplanade Emma Caufield | No 0900 (1630 |N |LCT|750
500004 (000000 | Jul-28-2024 | Active | Filled [Al |Jul-28-2024|5FU Simon Fraswer University 3607 Capilano Rd Jeff Bell No 080D (1600 |N |LCT|8.00
500003 (000000 |Jul-28-2024 | Active | Filled [Al |Jul-28-2024 |UBC University of BC Beach & Padfic Ronald Amold | No 0800 (1600 |N |LCT|8.00
e 1 Recorded Not Billable xP=MNot Payable
e Supervisors are sent employees time entries for signoff.
A signed off entry looks like this in the time entries grid.
500002 | 000000 | Jul-28-2024 | Active |Filled |Al |Jul-28-2024|BCIT BCIT Campus 3475 Highland Drive Wade Forster |HNo 0300 |1600 |N |LCT|7.00
500005 | 000000 | Jul-28-2024 | Active |Filled |Al |Jul-28-2024| BMO BMO Marathon 232nd St & Birch Ave Claire Brown | Jul-30-2024 03:45 PM -J0500 (1630 |N |LCT|7.50
500006 | 000000 | Jul-28-2024 | Active |Filled |Al |Jul-28-2024 | RICHCENT |Richmond Centre W Esplanade Emma Caufield | No 0900 |1630 |N |LCT|Z50
e You can view time entry reports in Excel, and you can creatre a time entry spreadsheet

that can be imported by Sage 50.

TimeEntryDetailsPortxlsx - Excel

Don Thomson e

Insert  Pagelayout  Formulas  Data  Review View Help @ Tell mewhat youwant to do

cal

FZ Conditional Formatting ~ | 5= Insert ~

A
v Are

% lowm o s s | ==EHo
Egy ~ o $~ 9% » [Z7 Format as Table ~ EXDelete v | [M]v 2~
¥ B I U~ w- SeAv|=s====H gy [7 Cell Styles ~ £ Format ~ - Add-ins
Clipboard 1 Font & Alignment Gl Number & Styles Cells Editing Add-ins
Al - £ |
A B Z D E F G H | J K L M N o P Q
1d .|Paper Period Employee Name Start Finish Lunch Extra As Travel Hours Status State Job Date Customer Name
2 | 500004 0 Jan-05-2024 CLAIRED Claire Donaldson 800 1600 No No LCT No 8 Active Filled Jan-05-2024 SFU Simon Fraswer University
3 | 500012 0 Jan-05-2024 DON R Don Rass 1000 1700 No No TCP No 0 Active Empty Jan-05-2024 SR-ACCT Surrey Accounting Services
4 | 500001 0 Jan-05-2024 DONT Don Thomsaon 700 - No No LCT No 0 Active Empty Jan-05-2024 AAAA SCash
5 | 500005 0 Jan-05-2024 EMMAE  Emma Emerson 900 1630 No No LCT No 7.5 Active Filled Jan-05-2024 BMO BMO Marathon
6 |500010 0 Jan-05-2024 GEORGEJ George Jacobs 1000 1400 No No LCT No 4 Active Filled Jan-05-2024 AAAA SCash
7 | 500011 0 Jan-05-2024 INDIRAK Indira Kelvin 500 1700 No No LCT No 0 Active Empty Jan-05-2024 SR-ACCT Surrey Accounting Services
& | 500003 0 Jan-05-2024 JEFFC Jeff Caufield 800 1600 No No LCT No 8 Active Filled Jan-05-2024 UBC University of BC
9 |500007 0Jan-05-2024 KEITHG  Keith Granland 1000 1400 No No LCT No 4 Active Filled Jan-05-2024 LANDSDOWN Landsdown Mall
10 | 500008 0 Jan-05-2024 KEVINH  Kevin Harvey 900 1400 No No LCT No 5 Active Filled Jan-05-2024 MI-EQUIP Mission Equipment Inc
11 | 500006 0 Jan-05-2024 SIGRIDF  Sigrid French 500 1630 No No LCT No 7.5 Active Filled Jan-05-2024 RICHCENT Richmond Centre
12 | 500002 0 Jan-05-2024 WADEF  Wade Forster 900 1600 No No LCT No 7 Active Filled Jan-05-2024 BCIT BCIT Campus
13 | 500009 0 Jan-05-2024 WADE|  Wade Ibsen 900 1430 No No LCT No 5.5 Active Filled Jan-05-2024 LA-SERV Langley Services Limited
TimeEntryDetailsPort (O] [4] | [»]
Ready 'y Accessibility: Good to go =) M -—a—+ 0%
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Pay Periods

A pay period is the days that employees work between a set of dates. For example, your
organization may pay employees weekly or every two weeks.

In Traffic Control Dispatch, a pay period is defined by the starting date and the number of days
in the pay period. A two week pay period can look like this:

ID Start Date, # Days EndDate Locked Notes Modified By

|1 [sul28-2024 | 14| Aug-10-2024|No | Alpha PP| Dec-01-2021 | Alpha User |

This pay period starts on Sunday, July 28, and goes to Saturday, August 10 — a period of 14
days.

All hours worked by employees during this time will fall into this pay period.

To view the current pay period:

e Select Pay Periods from the Main Menu.

AI h a Traffi C Book (Alpha) Documents | Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout
Customers | TMP Jobs | Jobs | Employees | Orientation | Training | Trucks
O Maln New Daily Note Less Employee Texts: 2 Newly Received -- All — Active
7 DON T ok Mark: Done
M en u WADE F confirmed Mark: Done
Capy Alpha Jobs Night Dispatchers
Daily Notes Cities
TMP Jobs Job Descriptions
Time Entries Skill Levels
Pay Periods I Training
Change My Password Orientations
Change My Settings | |Show Graph (and wait)

e Click the Time Entries link to view the tme entries screen with the current employee

hours.
12 = .
ke Pay Periods: 1 e -Goe i)
Quick(—_ ] Filter
1D Start Date, # Days EndDate Locked MNotes Modified By
|1 |Ju|72‘!—2024 ‘ H‘Aug—m'ZOZ‘%an |Npha PPlDec—D}ZDZ] Alpha User
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Documents

Documents are always available from the Documents link in the “top menu.”

You can link documents to individual jobs, to traffic management plans, to employees, to
training, and to orientations.

An example of a job-related document might be a site-plan for a construction site
showing TCP positions.

Employee related documents might be scanned drivers’ licenses or TCP certificates.

AI h a Traffic Book (Alpha) Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout

Customers | TMP Jobs | Jobs(531 North Road) | Employees(RONALD A) | Orientation | Training | Trucks(LC-01)

Click the Documents link to view the documents and daily notes.
Click the Reset Filter link if the list displays fewer notes/documents than you expected.

AI ha Traffic Book (Alpha) Documents | Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout

Customers | TMP Jobs | Jobs(531 North Road) | Employees{ROMALD A) | Orientation | Training | Trucks(LC-01)

~ Documents: 2

» Documents »{Daily Notes,
Quick] | S HFHET: stotus(x) Reset Filter

ID Code Name Size Note Createdt  Modified By

| 1 |TCP—SYS| Alpha-Beta User GuldE.dﬂ(| 4,44]9,344| User Guide for the TCP Dispatc... ‘ Sep-30-2023 ‘ Sep-30-2023| Super Llser|\d|ew|
|2 |7er-01 [keith 5 TCP Cortificate | 26,939 Scan of TCP Certificate | 5ep-30-2023 Sep-30-2023 Super User | View|

Click the Name field to view and edit document details.

Click Daily Notes to view — and add — daily notes.

To add a new document to Traffic Control Dispatch

Click Create New Document to add a new document.

You can upload any document from your local network to the dispatch website that is
accessible to your computer.

AI ha Traffi Book (Alpha) Documents | Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout

Customers | TMP Jobs | Jobs(531 North Road) | Employees(RONALD A) | Orientation | Training | Trucks(LC-01)

~ Upload Document

Upload Document
Step 1: Click Browse and select a local file.

File Name| Choose File | No file chosen
(file size limit is 100Mb)
Step 2: Click on Upload (and WAL for large files).

Click the View link to view or download the document.

ID Code Name Size Mote Created:  Modified By

1 |TCP-5Y5| Alpha-Beta User Guide.doc | 4,409,344 | User Guide for the TCP Dispatc...| Sep-30-2023 | Sep-30-2023 | Super Userf View
2 |TCP-01 |Keith 5 TCP Certificate 28,939 | Scan of TCP Certificate Sep-30-2023 | Sep-30-2023 | Super User View
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Linking documents to a job or employee

You can link any existing documents to a job or an employee record. You can also add
documents directly from the Job and Employee details screens.

AI p ha Traffic gg;grsfn\epl':‘as)(mpha) Documents | Reports | User: Alpha User -

Main Menu | Logout
Customers | TMP Jobs | Jobs(531 North Road) | Employees{RONALD A) | Orientation | Training | Trucks(LC-01)

& Employee RONALD A '

New Date:
» Employees_Notedh-s [
]

Edit Details - Google Maps - Notes Report - Texts Report
1D(3) Created(Jul-20-2023) Modified(Jul-19-2024 by Alpha User)

Code RONALD A Remote Id: - Status Adive Broadcast To Yes
First Name Ronald Last Name Amold Transit User to
Skill Level 3 - Probationary LCT Emergency Contact 1 M 604-555-1212

Drives (LC-03) Remove - Change Emergency Contact2  --

cell* 778-555-1212 Email -

Home - Other -

Address - city Vancouver

Province [ Postal Code VS 144

Country Canada First Aid Level 0 Gas Cardé# -

Drives LCT-Yes HWY-Yes CR-Nio Drives on Freeway?  Yes Has Signs? No

TCP Certificate 1234567 Expires Nov-20-2024 Driver's Abstract Expiry -

First Aid Expiry - Hearing Expiry

BirthDay Sep-16-1996 Drivers License # oL

Social Insurance # SIN Personal Health # Care

Alpha Employee?  Yes
Seniority 1 Dec-30-2023 Seniority 2
1D JobDate Start Customer Address Gity Note Shift Status Mark:
71 [1ul-23-2024] 0700 [University of BC | Beach & Pacific | Vancouver  Matt 604-785-4276 | 0700 |Active | Complete Complete, book off|
Notes(1) Add: Today Tomorrow — Show: Exclude Blank Notes — All

D From To,  For Booked Off? Tag Note Created Modified By

‘3 ‘JMHSVZUZ‘Q‘Ju\—le—Zl]24‘A| “r’:s ; ‘REQUESTED UFF" |J||\—19~2|]24|Jul»19»lﬂl4‘nlphﬂLbﬂ‘e‘
Texts(0) Send Text
1D, Phone Message Created Modified By

Excluded Customers(0) Add Show: All

ID Code Name City Tel Email CustomerComment Employee Comment Excluded By

Orientations(0) Add Show: All
ID Code Name ShortNote TakenOn Expires Modified By

Training(0) Add Show: All
ID Code Name ShortNote TakenOn Expires Modified By

Documents(1) Add New - Link Existing
ID Code Name Size Short Note

‘2 ‘mlm ‘ Keith B TCP Certificate

28,933 [Scan of TCP Certicate | view 4t @ |

AI p h a Traffi c ,E:;:rsg‘gr':;)(falpha) Documents | Reports | User: Alpha User

Main Menu | Logout
Customers | TMP Jobs | Jobs(3475 Highland Drive) | Employees(RONALD A) | Orientation | Training | Trucks(LC-01)

— Alpha Job a5 Highland Drive

Edit Details - Copy - View Change Log - Google Maps
Job Details - ID(28) Created(Jul-19-2024) Modified(Jul-19-2024 by Alpha User)

Address 3475 Highland Drive Customer BCIT - BCIT Campus

Job Description Event Contact <= Select  --

aty Coquitiam Subcontractor

Job Date Jul-23-2024 Tuesday Recurring Job? No

Status Active Motes ALL Trucks

Start Time 0700 PO Number -

Tcps/Replacements 1 Radios Required No Describe: - Provisioned: No
First Aid Level [ Plans Required No Describe: - Provisioned: No
Trucks Required  1-LGT 0-HWY 0-CR Arrowboard Required No Describe: - Provisioned: No
On Freeway? - Equipment Required No Describe: - Provisioned: No

Signs Required - Orientation Required No Describe: - Provisioned: No
[Socuments Add New Sit= 1iap for Garden City doc Edit Delete Notes ] John
Link Existing Document

Trucks Assigned: 1 of 1 add Replacement: 0700

ID Code Geotab Driver Name Replaces Pickup Start Equip, Notes Notified? Confirmed? Dedined? Status LCT HWY CR S Modified

By
‘D‘ZE ‘LC'(IZ | ‘WADEF‘Wade F‘NDI\E ‘ﬂ?\]ﬂ ‘0700 " |\’Es ‘Y& |N0 ‘Aﬂw: ‘I.CF ‘HWV ‘CR. " ‘JNH.S'ZHZﬂ Alpha USEFlo‘
Employees Assigned: 2 of 2 [Include Deleted]
ID As Shift # of GoTo Code Text Replaces MNotified? Confirmed? Declined? ShortNote Status Aid F S Tr MarkOn Call: Modified By Book Off:
|D|55 |1 ‘ﬂ7ﬂﬂ |l ‘2 ‘EMP[ ‘AW’HLRVTIB—SSS—HIZ‘SEM ‘ND BODY ‘Vﬁ ‘Ves ‘Nn ‘TCF ‘A(ﬁvﬁ |0 |F |- ‘- ‘WedThu Fri Sm‘]n\-l?—zﬂzﬂ‘l\lphnUszr‘WedTl\u Fri Sal‘e‘
|D|56 |1 ‘ﬂ7ﬂﬂ |2 ‘2 ‘EMP[ ‘WADEFSD4—3D7—974D ‘Send ‘ND BODY ‘Vﬁ ‘Ves ‘Nn ‘le ‘A(ﬁvﬁ |0 |F |- ‘- ‘WedThu Fri Sm‘]n\-l?—zﬂzﬂ‘l\lphnUszr‘WedTl\u Fri Sal‘e‘

[+] For active Job, Mark:

After Job, Mark: [ complete | [Send Text to All] [Create and Send Time Sheets] [Cancel Time Sheets]
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Job Descriptions

Job Descriptions

Dispatchers also choose job descriptions from a dropdown list when they create new jobs.

You use the Job Descriptions menu choice to add new job descriptions to the list. (Typically,

only admin users or “head dispatchers” have permission to do this.)

To add new job descriptions:

Choose Job Descriptions from the Main Menu. The following form appears.

Click the Reset Filter link if the list displays fewer items than you expected.

ot
%4 Job Descriptions: 9
Quick:—___ [ (6o | Filter: stats(x) Reset Filter

us  Modified By
Jul-19-2024 | Alpha User|
Jul-13-2024 | Alpha User|
Jul-19-2024 | Alpha User|
Jul-13-2024 | Alpha User|
Jul-19-2024 | Alpha User|
Jul-13-2024 | Alpha User|
Jul-19-2024 | Alpha User|
Jul-13-2024 | Alpha User|
Jul-19-2024 | Alpha User|

Fat
Add Job Description ..

Job Description Details

Name® | ]

Status [Adive v

[ submit |

Type the new job description, and click the Submit button.

TaiRox Traffic Control Dispatch
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Training

The Training feature lets you add training courses and certificates to employee records. You
can also use it when employees require site-specific training before they can work on a site.

Use the Training link in the “top menu” to add new training records. You can link training to
individual employee records either from the Training screen or from the Employees screen.

To add training records:

e Select Training from the top menu.

AI h a Traffi c Book (Alpha) Documents | Reports | User: Alpha User
p Assignments (Alpha) Main Menu | Logout

B | TR | I | B s | Graee Trucks

O Maln New Daily NoteLess Employee Texts: 2 Newly Received -- All - Active

GDS Richmond Mark: Done

B GDS Got it Mark: Done
Menu

The Training screen appears, listing all available training in the grid.
Click the Reset Filter link if the list displays fewer items than you expected.

e Click the Create New Training link to add a new training record.

QTraining: 1 Gt ow o)

» Main Menu_» Training
Quick:”_ ][ 6o Filter: status(x) Reset Filter
Coder Name MNote Status Modified By

| TRAILER] Training course for trailer operation - [Active [2ul-23-2024 [Alpha User
“Inactive

e Fillin the Add Training form and click the Submit button.

QAdd Training cue e

Training Details

Code* [ ]

Name* |

Notes

Status | Adive v
e

To add training to existing employees:
e Select Training from the top menu.

e Select the training that you want to add to employee records.

Q Tl'al n | ng : 1 Create New Training

» Main Menu_» Training
Quick:”_ ][ ee | Filter: satusa) Reset Filter

Code? N, Note Status Modified By

ame
[raer] Training courseyfor traier operation|  [Active [3uk23-2024 ] alpha user|
* Inactive

e Click the Add button to open the list of employees.
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@ Tl'al n i ng TRAI LE R Training course for trailer operation

» Main Menu » Training

Training Details - Edit Details
ID Active 1 Created: Jul-23-2024 Modified: Jul-23-2024 by Alpha User

Code TRAILER
Name Training course for trailer operation
Note

Employees(3) Action:JAdd] Show: All

i) Se“i;"it" *“:’"" Code Name Gty Opts Taken On Expires Modified By
27 | Apr-08-2024 |- ALEX V Alex Vej Vancouver LCTHWYF | Jul-23-2024 |- Jul-23-2024 | Alpha User 0
26 | May-25-2024 - ARTHUR V| Arthur Verma | Vancouver | LCTHWYF | Jul-23-2024 - 1ul-23-2024 | Alpha User | @)
4 |Dec-02-2023 |- JEFFB Jeff Bell Vancouver LCTHWYF | Jul-23-2024 |- Jul-23-2024 | Alpha User 0
Documents(1) Action: Add New - Link Existing
D Code Name Size Short Note

‘6 ‘ ALPHA—UGlAIpha Dispatch Us«erGuide.dnc|7,635,958|Guidelnlhe TCP dispatch system. ‘ View ‘ Edit|e‘

e Select the employee to which you want to add the training.

. SE|eCt Employee Filtering 12 Employees
Quick———]

Filter: status(a) Reset Filter - Cancel Selection

Code  FirstMame LastName  SkillLevel  Drives ““pY SS™SMY  phone Gty  Message Aid LCT HWY CR FWY S TCPExpires AbstractExpires AidExp. Hear.Exp. Birthday

Claire Brown 3 - Probationary LCT | LE-05 | Oct-26-2023 |- 778-555-1212 | Vancouver | reported lazy |0 |LCT [HWY |- |F |- |Jul-20-2024 |- - - Sep-16-1996

Norman walker 5- Highway LCT  |NONE | Nov-02-2023 |- 778-555-1212 | Vancouver |- 0 [icT [Hwy |- [F |- |[Nov-01-2024 |- - - Sep-16-1996

Jeff Bell 3 - Probationary LCT | LC-04 | Dec-02-2023 |- 776-555-1212 | Vancouver | - 0 [LCT [HWY |- |F |- |Sep-26-2024 |- = = Sep-16-1396

CLICK HERE TO SELECT =: Ronald Amold 3 - Probationary LCT | LC-03 | Dec-30-2023 |- 778-555-1212 | Vancouver | weekdays only [0 |LCT [HWY |- |F |- |Nov-20-2024 |- - - Sep-16-1996
CLICK HERE TO SELECT => |[FRANCES Y | Frances York 1- Probationary TCP| NONE | Jan-18-2024 |- 778-555-1212 | Vancouver |- 0 [LcT [HwWy |- |[F |- |oc122024 |- = = Sep-16-1996
CLICK HERE TO SELECT => |GDS GD Singh 2 - Experienced TCP |LC-01 | Feb-15-2024 |- 604-781-1110 | Vancouver |- 0 |cT [Hwy |- [F |- 24 |- - Sep-16-1396
CLICK HERE TO SELECT => |EMMA C Emma Caufield |4 - Experienced LCT |LC-06 | Mar-24-2024 |- 778-555-1212 | Vancouver |- 0 [LCT [HWY |- [F |- |sep-23-2024 |- = = Sep-16-1996
CLICK HERE TO SELECT => |ALEX V. Alex Vej 5-Highway LCT  |NONE | Apr-08-2024 |- 778-555-1212 | Vancouver | weekdays only [0 |LCT [HWY |- |F |- |Dec21-2004 |- - - Sep-16-1396
CLICK HERE TO SELECT => | GORD X Gord Xanthos |5 - Highway LCT | NONE | May-11-2024 - 778-555-1212 | Vancouver | reported lazy |0 |LCT |HWY |- |F |- |Apr22-2025 |- = = 5ep-16-1996
CLICK HERE TO SELECT => |ARTHURV  [Arthur Verma 4 - Experienced LCT | NONE | May-25-2024 | - 778-555-1212 | Vancouver | - o |cT [Hwy |- |[F |- [Mar03-2025 |- - - Sep-16-1996
CLICK HERE TO SELECT => | ARMSTRONG U|Armstrong | Ullman 3 - Probationary LCT |[NONE | Jun-12-2024 |- 778-555-1212 | Vancouver |- 0 [icT [Hwy |- [F |- |Mar02-2025 |- - - Sep-16-1996
0 [LcT [HwWY |- | |- |Deci2-2024 |- = = Sep-16-1396

WADE F Wade Forster 3 - Probationary LCT | LC-02 | Jul-17-2024 |- Vancouver | -

¢ You can then add another employee.
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Orientations

The Orientations feature lets you add short sessions for orienting employess — such as to new
procedures..

Use the Orientation link in the “top menu” or the button on the Main Menu to add new orientation
records and to add employees to show that they have completed a session..

To add orientation records and link employees:

e Select Orientation from the top menu or from the Orientations button on the Main Menu.
Alpha Traffic e ... Documents | Reports e Ao e
Customers | TMP Jobs | Jobs | EmplnyeEsTrammg | Trucks

O Maln New Daily Note Less  Employee Texts: 2 Newly Received -- All -- Active

DON T ok Mark: Done

Men u - VIADE F confirmed Mark: Done
Copy Alpha Jobs Night Dispatchers
Daily Notes Cities
TMP Jobs Job Descriptions
Time Entries Skill Levels
Pay Periods Training
Change My Password I Orientations
Change My Settings | |Show Graph (and wait)

e Click the Create New Orientation link to add a new orientation record.

@ orientations: 2

» Main Menu » Qrientations
Quick—_ ] Filter: status(s) Reset Filter
Coder Name Note Status Modified By
[ ok-0UT | check Out Trucks and Equipment | This erientation shows new dri.. | Adtive | 3ul-31-2024] Alpha User |

| 708-SITE| General job-site Orientation for new employees | The session covers anving at... |Active | 1ul-31-2024 | Alpha User |
FInactve

e Fill in the Add Orentation form and click the Submit button.

QAdd Orientation

Orientation Details

Code* [ ]

Name* |

Notes

Status | Active Vv
o T

To add orientations to existing employees:
e Select Orientation from the top menu.

e Select the orientation that you want to add to employee records.

Q OrlentatlonS: 2 Create New Orientation
» Main Menu » Orientations

Quick[—_ Filter: status() Reset Filter

Codet Name Note Status  Modified By

CHi-0UT] Check Out Trucks,and Equipment Jrhis arientation shows new dr... |Active [ 3ul-31-2024 | Alpha User
J0B-SITE | General job-site, Jentation for new employees | The session covers amiving at... |Active | Jul-31-2024| Alpha User |

*Tnactive
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e Click the Add button to open the list of employees.

@ Orientation CH K_OUT Check Out Trucks and Equipment

» Main Menu » Orientations
Orientation Details - Edit Details
ID Active 1 Created: Jul-31-2024 Modified: Jul-31-2024 by Alpha User

Code CHEK-OUT
Name Check Out Trucks and Equipment.
MNote This orientation shows new drivers how to che

Oriented Employees(6) Action Show: All

D 5““;"'“’ 5‘";"’“" Code Name City Opts  Oriented On Expires Modified By
27 |Jul-25-2024 |- ALEX v Alex Vej Vancouver| LCTHWYF | Jul-31-2024 |- Jul-31-2024 | Alpha User | o
26 ARTHUR V| Arthur Verma | Vancouver | LCTHWYF | Jul-31-2024 |- Jul-31-2024 | Alpha User | 0
1 |Jan-28-2024 |- DONT Don Thomson | Vancouver| LCTHWYF | Jul-31-2024 |- Jul-31-2024 | Alpha User | 0
6 |Jan-13-2024 |- EMMA C Emma Caufield | Vancouver| LCTHWYF | Jul-31-2024 |- Jul-31-2024 | Alpha User | 0
29 |Feb-12-2024 |- GORD X Gord Xanthos | Vancouver | LCTHWYF Jul-31-2024 |- Jul-31-2024 | Alpha User | o
28 |Jan-17-2024 |- NORMAN W | Norman Walker | Vancouver | LCTHWYF | Jul-31-2024 - Jul-31-2024 | Alpha User| e

Documents(2) Action: Add New - Link Existing

ID Code Name Size Short Note

|5 |EQUIP ‘Equipmenl Gu\de.PDF‘ 7| List of equipment and check-out procedures ‘ Vlew‘ Eml‘o‘

|s |T|zuc><s"rru<k Guide.PDF ‘ 0 | List of trucks, standard equipment, and usage rules and pm(‘ View‘ Eml‘o‘

e Select an employee that attended the orientation session.

‘ SeleCt Employee Filtering 12 Employees
o —]

ilter: statusa) Reset Filter - Cancel Selection

Code  FistName LostName  skillevel  Drives ™Y "0 phone Gty  Messge AW LCT HWY CR FWY 5 TCPExpires Abstract Expires Aid Exp. Hear. Exp. Dirthday
CLICK HERE T0 SELECT => [[RaNCES Y [Frances  [vork 1- Probationary TCP | NONE | 0ct-12-2023 |- 778-555-1212 | Vancowver - o it [pwy [- [F - [apr0s-200s |- - - Sep-16-1996
(CLICK HERE TO SELECT => |ARMSTRONG U | Armstrong | Ullman 3 - Probationary LCT |NONE | Oct-29-2023 |- 778-555-1212 | Vancouver | - 0 LCT |HWY |- |F - |Oct-05-2024 |- - - Sep-16-1996 |
(CLICK HERE TO SELECT => | CLAIRE B Claire Brown 3 - Probationary LCT |LC-05 | Nov-06-2023 |- 778-555-1212 | Vancouver | reported lazy |0 LCT |HWY |- |F - |Now-14-2024 |- - - Sep-16-1996 |
(CLICK HERE TO SELECT => | JEFF B Jeff Bell 3 - Probationary LCT |LC-04 | Nov-08-2023 |- 778-555-1212 | Vancouver | - 0 LCT |HWY |- |F - |Apr-11-2025 |- - - Sep-16-1996 |
(CLICK HERE TO SELECT => |WADE F Wade Forster 3 - Probationary LCT |LC-02 | Nov-15-2023 |- 604-307-9740 | Vancouver | - 0 LCT |HWY |- |F - |Feb-13-2025 |- - Sep-16-1996 |
(CLICK HERE TO SELECT => |[EMMA C Emma Caufield 4 - Experienced LCT |LC-06 |Jan-13-2024 |- 778-555-1212 | Vancouver | - 0 LCT |HWY |- |F - |Feb-03-2025 |- - - Sep-16-1996 |
(CLICK HERE TO SELECT => | NORMAN W Norman Walker 5 - Highway LCT NONE | Jan-17-2024 |- 778-555-1212 | Vancouver | - 0 LCT |HWY |- |F - |Sep-10-2024 |- - - Sep-16-1996 |
(CLICK HERE TO SELECT => |DON T Don Thomson 2 - Experienced TCP |LC-01 |Jan-28-2024 |- 604-805-1871 | Vancouver | - 0 LCT |HWY |- |F - |Oct-29-2024 |- - - Sep-16-1996 |
(CLICK HERE TO SELECT => | GORD X Gord Xanthos 5 - Highway LCT NONE | Feb-12-2024 |- 778-555-1212 | Vancouver | reported lazy |0 LCT |HWY |- |F - [Jan-13-2025 |- - - Sep-16-1996 |
(CLICK HERE TO SELECT => | ARTHUR V Arthur Verma 4 - Experienced LCT | NONE | Mar-10-2024 |- 778-555-1212 | Vancouver | - 0 LCT |HWY |- |F - |Apr12-2025 |- - - Sep-16-1996 |
(CLICK HERE TO SELECT => |RONALD A Ronald Amold 3 - Probationary LCT |LC-03 | Mar-20-2024 |- 778-555-1212 | Vancouver | weekdays only | 0 LCT |HWY |- |F - |Nov-02-2024 |- - - Sep-16-1996 |
(CLICK HERE TO SELECT => | ALEX V' Alex Vej 5 - Highway LCT NONE | Jul-25-2024 |- 778-555-1212 | Vancouver | weekdays only | 0 LCT |HWY |- |F - |Apr-02-2025 |- - - Sep-16-1996 |

e You can then add another employee.

TaiRox Traffic Control Dispatch 42
Copyright © 2010-2024 TaiRox Software, Inc. All rights reserved.



Traffic Control Dispatch User Guide Skill Levels

Skill Levels

Traffic Control Dispatch lets you assign skill levels to employee records.

You use the Skill Levels menu choice to add new skills and skill levels to the list. (Typically, only
admin users or “head dispatchers” have permission to do this.)

Note that most users will not be able to add new skill levels to TCP Dispatch.

To add new skill levels:
e Choose Skill Levels from the Main Menu. The following form appears.

Click the Reset Filter link if the list displays fewer items than you expected. (The link
appears beside the Filter link if you have applied a filter.)

L skill Levels: 6D

Quick: [ |Filter

Status Modified By

active | 0ct-02-2019 | admin User

Active | 0ct-02-2019 | Admin User
ction [Active | 0ct-02-2019 | adh

Active | 0ct-02-2019 | Admin User

active | 0ct-02-2019 | Admin User

active | 0ct-02-2019 | admin User

e Click the Create New Skill link to add a new skill to the list. The following form appears:

Fa
X add skill Level v

skill Level Details

Name* |
Status | Actve

e Type the new skill / skill level in the Name field, and click the Submit button.

You can now assign the new skill to employees.
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Dispatchers choose cities from a dropdown list when they create new jobs to ensure
consistency in reports.

You use the Cities menu choice to add new city hames to the list. (Typically, only admin users
or “head dispatchers” have permission to do this.)

To add new city names:
e Choose Cities from the Main Menu. The following form appears.
Click the Reset Filter link if the list displays fewer items than you expected.
Cities: 32 Gteven

Quick:”—__ ][ eo | Filter: sttus(a) Reset Filter

D Name? Status Modified By

i

1 |- Other- Active | Jul-19-2024| Alpha User
2 | 100 Mile House |Active | Jul-19-2024| Alpha User
3 |Abbotsford Active | Jul-19-2024| Alpha User
4

5

Agassiz Active | Jul-18-2024| Alpha User
19-2024| Alpha User
=

Aldergrove Active

Arbvn | wd102m2a] Alnka 1

o Click the Create New City link to add a new city to the list.

Fa?
£Xadd ity ..

City Details

(st ] [ Gancel |

e Type the name of the new city, and click the Submit button.
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Show 14-day Graph of Employees at Jobs

Traffic Control Dispatch displays a graph of the number of employees working at jobs for the
last 2-week period.

Click the Show Graph button to display the graph

O Maln New Daily Note Less Employee Texts: 2 Newly Received - All — Active

DOM T ok Mark: Done

M enu - WADE F confirmed Mark: Done
Copy Alpha Jobs Night Dispatchers
Daily Notes Cities
TMP Jobs Job Descriptions
Time Entries Skill Levels
Pay Periods Training
Change My Password Orientations
| Change My Settings | Show Graph (and wait) I Employees At Jobs, last 14 days

The graph will take a bit of time to appear.
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Reports

All available reports are listed on the Reports screen — which is accessible from the top menu
and from the Main Menu.

iz
sk Reports

» Main Menu

Documents | Reports | User: Alpha User

Assignments (Alpha)

AI p ha Trafﬁc Book (Alpha)

Customers | TMP Jobs | Jobs | Employees | Orientation | Training | Trucks

Reports
Customers Summary Listing — Details
Employee Quick Contact | All -- Filtered
Employee Seniority / TCP| All -- Filtered
Employee Details All - Filtered

Employee History

Weekly Assignments - Notes -- Texts -- Job History

Trucks

Daily/Weekly Truck Sheet -- Lease -- Details -- Truck History

Dispatch Book Summary

Alpha

Dispatch Book Details

Alpha

Dispatch Book Job Notes | Alpha

‘Weekly Job Totals Alpha

Daily Assignments Alpha

Time Sheets Summary -- Details — Totals — Sage 50
Job Change Logs Filtered

Spreadsheet format or PDF (Adobe Reader)

Main Menu | Logout

Many reports are available as a spreadsheet or in PDF format. You choose the report file type
when you specify the report options. However, some reports are only available in CSV or PDF

format.

Assignments

Filter For Wednesday Jul-24-2024

Report File Type | Acrobat - pdf v
Report Date Acobat - pdf | [

Content e

Open immediately or email

You can open reports immediately — as a spreadsheet or PDF — or email reports in either
format. The email featture lets dispatchers send reports to management or HR personnel who
don’t have access to the dispatch system.

Assignments

Filter

For Wednesday Jul-24-2024

Report File Type | Acrobat - pdf v

Report Date ul-24-2024 L,

Print Logo
Order By de

Orientation

Portrait
Time Limit

Item

Content Show Customer dl

Limit 10000 v

12 employees in 0 sec:

Email Report

You

don.thomson@tairox. com

ISend To

|don.thomson@tairmt_cum |I

Attachment AssnSummaryPort.pdf
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e Click the PDF icon to open the PDF file. If you selected “Excel — csv” as the format, the
PDF icon will be replaced with the Excel icon.

=)

e Enter the destination email address and click the Send Email button to send the report
as an email attachment.

Reports include a number of filters — for example, the Dispatch Book report for Alpha creates a
spreadsheet that you can display immediately or email to any recipient.

M- Reports

» Main Menu » Reports
Alpha Book Details

Filter -
Report File Type
Report Date Jul-24-2024 0]

Print Logo

Order By
Orientation
Time Limit
Ttem Limit

=] E BookByGroupPart (1).csv - Excel
File Home  Inset  Pagelayout  Formulas  Data  Review  View  Help  Acrobat Q' Tell me what you wantto do
Al e % || Date v
A B C D E F G H | 1 K L M N o P Q R s -
1 |Date lStart Status Customer Subcontra Note Contact Phone PO Address  City Job Descri TCP LCT BFT T All Non-Supp Require
2 77/'30,’2024 500 Active Amazon - Runs 7Da'- - - 4189 Salis| Tsawwass Shoulder | 1 o o o 1 0-
3 _7/30/2024 1600 Active Amazon - Runs 7Da'- - - 4189 Salis| Tsawwass Shoulder | 1 0 0 0 1 0-
4 |7/30/2024 900 Active Ansan Tra - Training V- - - Haney By Maple Rid PR 1 o 0 o 1 o-
5| 7/30/2024 1800 Active BA Blacktc- Mike Hill ¢- - PO #6915, Hwy 99 tu Delta Hwy o 3 o o 3 0-
6 | 7/30/2024 800 Active BCHydro-- Lindsay M - - RLS #1 2590 Barni Coquitlam Slow Lane o 2 o o 2 0-
7| 7/30/2024 800 Active BC kgydro-- Margarete- - RLS #2 Arcola 5t {Burnaby Slow Lane o 3 o 0 3 0-
8 | 7/30/2024 800 Active BCHydro-- Melodie C- - RLS #2 Arcola St {Burnaby Slow Lane 0 3 0 0 3 0-
977/30/2024 800 Active BCHydro-- Jasmine T - - RLS #5 1833 Gilm Burnaby Slow Lane 0 3 0 0 3 0-
10| 7/30/2024 800 Active BCHydro-- Sharon P, - - RLS #3 333 Brook North Var Single Lan 0 2 0 0 2 0-
117/30/2024 900 Active  BCHydro-- O'Brien Br- - RLS #3 1633 Capil North Var Single Lan 0 1 0 o 1 0-
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Change My Password

Depending on your user permissions, you can use this screen to change your password.

To change your password:

e Choose Change My Password from the Main Menu. The following form appears:

@Change Password

Password Details

New Password
contrmpasmeord |
|_undate Password |

e Type your new password, confirm it, and click the Update Password button.

The rules for valid passwords (for example, the length and required characters) can be
different for each company. The program displays a message if the new password is
invalid, or if the new password and password confirmation fields don’t match.
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Change My Settings

Change My Settings lets you change a number of settings — mainly for displaying information on
the screen.

To change your settings:

G My Settings Enter settings details.

» Main Menu
Settings Details
Show Email Options? B for printed reports
Menu Graph
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Appendix 1 — Setting Records “Inactive”
and Reactivating Records

Traffic Control Dispatch lets you set records to “inactive” (or “terminated”) status so they will no
longer appear in standard listings.

This appendix shows you how to set records inactive, and then reset their status to active.

By default, record filters display only Active records

Let’s look at the Employees screen to see how record filtering works.

A .
\il Em plOYEES . 12 Create New Employee
» Employees - Notes

Quicki ] (o] Filter{siinReset Fiter
Note the Filter at the top of the Employees screen. The green text shows the current filter
settings.

e Status(A) shows that the list will include all Alpha employee records that are Active.

o Atany time, click the Reset Filter link to revert to the default filter Status(A), to see all
active records.

e Click the Filter link to change the filter values. The following screen will appear:

& Employee Filter e .

Transit User?
Contractor?

Code ual O Not:-Equal
Remote 1d ual O Not-Equal
First Name ual O not-Equal

Last Name ual O Not-Equal

Primary Phone ual O Not-Equal

Emergency Contact 1 2 Not-Equal

ay | wal O ot Equal
Address [ | vl O ot Equal
Email L 1 el O notqual

® contains O starts O Equal O Not-Equal

\ | ™
Seniority 2 [ 178 to i}
Modified [ 178 to ]
TCP Expires [ 17 to ]

e To see Inactive or Terminated employees, select the appropriate Status checkboxes
(outlined in red above).

As you can see, Traffic Control Dispatch provides a full range of criteria for filtering
employees.
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Change the status of employees to “Inactive”

Let’'s change the status of two employees: we’'ll set Don T inactive and terminate Claire.

R‘ Em p|0yees: 1 2 Create New Employee
» Employees - Notes

Quick(— ] Filter: status(s) Reset Filter

p Seriprity Semioily  coge  FirstName LastName Drives  Skill Level Phone Gty Prov Message Aid LCT HWY CR FWY S TCPExpires AbstractExpires Aid Exp. Hear.Exp. Bithday DL# SIN PH# Modified By

27 |Jul-19-2024 |- ALEX V. Alex Vej NONE |5 - Highway LCT 778-555-1212 |Vancouver | BC weekdays only | 0 LCT | HWY F - |Mar-27-2025 |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User
25 | 0ct-23-2023 |- ARMSTRONG U | Armstrong Uliman NONE |3 - Probationary LCT | 778-555-1212 | Vancouver | BC - 0 LCT | HWY F - |Sep-29-202¢ |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User
26 | Mar-04-2024 |- rthur Verma NONE |4 - Experienced LCT | 778-555-1212 | Vancouver BC - 0 LCT | HWY F - |Apr-06-2025 |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User
5 |0ct-31-2023 |- CLAIRE B laire Brown LC-05 |3 - Probationary LCT | 778-555-1212 | Vancouver | BC reported lazy |0 LCT | HWY F - | Nov-08-2024 |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User
1 |Jan-22-2024 |- DON T on Thomson LC-01 |2 - Experienced TCP | 604-805-1671 | Vancouver BC - 0 LCT | HWY F - |Oct-23-2024 |- - - Sep-16-1996 | DL SIN |Care | Jul-22-2024 Alpha User
6 |Jan-07-2024 |- EMMA C mma Caufield LC-06 |4 - Experienced LCT | 778-555-1212 | Vancouver | BC - 0 LCT |HWY F - |Jan-28-2025 |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User

To change the status:

¢ Click the employee’s first or last name, and select Edit Details on the screen that
appears:

& Employee DON T New Employee Message
» Employees - Notes New Date:

Edit Details )Google Maps - Notes Report - Texts Report
E5ted(Jul-23-2023) Modified(Jul-22-2024 by Alpha User)

Code DONT Remote Id: - Status Active
First Name Don Last Name Thomsn Transit User Ho
Skill Level 2 - Experienced TCP Emergency Contact 1 M 604-555-1212

Drives (LC01) Remove - Change  Emergency Contact2 -~

You can see on this screen that Don’s status is Active.

e Change the status to Inactive, and then click the Submit button.

& Employee DON T

ID(1) Created(Jul-23-2023) Modified(Jul-22:2024 by Alpha User)

Code* Don T Remote 1d: Contractor ]

First Name® ast Transit User [

Skll Level* 2- Experienced TCP v s ame 1% | 10 | Phene 1[604-555-1212 ]
| Phone 2 [ ]

Drves Fod___[iGor-omT v Emergency Name 2

f
primary Phone @ cell O Home O Other Assignment Colors  [None | important SR
——

¢ Go back to the Employee’s list, select Claire, and follow the same procedure to make
her record status “Terminated.”

With the default filter set, the screen now looks like this, Don and Claire missing from the
employee list.

& Em p|0yee5: 1 0 Create New Employee
» Employees - Notes

Quick(— ] Filter: status(s) Reset Filter

p Seriprty SeniolY  coge  FrstName LastName Drives  Skill Level Phone Aid LCT HWY CR FWY S TCPExpires AbstractExpircs AidExp. Hear.Exp. Bithday DL# SIN PH# Modified By

27 |Jul-19-2024 |- ALEX V. Alex Vej NONE |5 - Highway LCT 778-555-1212 0 LCT |HWY F - |Mar-27-2025 |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User
25 o230 |- ARMSTRONG U |Amstrong _|Ullman | NONE |3 - Probationary LCT | 778-555-1212 o [ior [mwv |- |[F |- |sepasaas |- - E Sep-16-1995 DL | SIN |Care | 3u-22-2024 | Alpha User
26 |Mar-04-2024 |- ARTHUR Y | Arthur Verma NONE 778-555-1212 0 LCT |HWY F - |Apr-06-2025 |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User
& |san07-2024 |- emAc  |emma  |coufeld |08 751212 o [ior [mwv |- [F |- panzsaess |- - E Sep-16-1995 DL | SIN |Care | 3u-22-2024 | Alpha User
30 | Oct-06-2023 |- FRANCES Y |Frances York NONE 778-555-1212 0 LCT |HWY |- F - |Apr-03-2025 |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User
29 | Feb-06-2024 |- Goro X |cord Xanthos | NONE 751212 o [ior [mwv |- [F |- panasaess |- - E Sep-16-1995 DL | SIN |Care | 3u-22-2024 | Alpha User
4 |Nov-03-2023 |- JEFFB Jeff Bell LC-04 |3 - Probationary LCT | 778-555-1212 0 LCT |HWY F - |Apr-05-2025 |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User
28 [Jan-112024 |- NORMAN W _|orman waker  |NONE |5-HighwaylCr |ms-sss-21z o [ior [mwv |- |[F |- |seposaoas |- - E Sep-16-1995 DL | SIN |Care | 3u-22-2024 | Alpha User
3 |Mar-14-2024 |- RONALD A  |Ronald Amold LC-03 |3 - Probationary LCT | 778-555-1212 0 LCT |HWY F - |Oct-27-2024 |- - - Sep-16-1996 | DL SIN |Care |Jul-22-2024 Alpha User
2 |wov-os2025 - WADEF |wade Forster | LC-02 |3 - Probationary LCT | 604-307-9740 o [icr [mwv |- |[F |- |reboraezs |- - E Sep-16-1995 DL | SIN |Care | 3u-22-2024 | Alpha User

e Notice that the list now says there are 12 employees, where before it listed 12.

Change the filter to view Inactive and Terminated employees:

o Click the Filter link to display the Filter Values screen, select the Inactive and Terminated
checkboxes, and click Submit to see all Inactive and Terminated employees.

You can deselect the Active checkbox to eliminate all active employees from the display.
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and Reactivating Records

& Emp|0yee5: 2 Create New Employee

» Employees - Notes
Quick(—____ ] Filter: stawsm) Reset Filter
Gty Prov Message Aid LCT HWY CR FWY S TCPExpires AbstractExpires Aid Exp. Hear.Exp. Birthday DL# SIN PH# Modified By

o Semionty Semomly  coge FirstName LastName Drives  Skill Level Phone
[5 Joamom] [oames[Gae  [oomn  [005 3 Pobationary L [776-555 1212 vancomer 0T |reported oy [0 |17 [ |- [ |- [ovow 2028 |- TSep16-1956 L[S [Care [sar 24 2024l s
[+ Jrnzazon]- e e e e elbrerire e T [ e e [ ol ol el ot s

You can now see the employees that we just changed.

The inactive employees are displayed with orange codes (DON T) and the terminated
employee is displayed with a red code (CLAIRE B).

Change the status back to active:

For each employee that you want to change.

Click the employee’s first or last name, and select Edit Details on the screen that
appears:

e Change the status to Active, and click the Submit button.
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