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Mission Control Website

Logging In
1. Open an Internet Explorer or Firefox Web Browser .

2. Navigateto https://www.etrace.com

—Péetmcelugm\’d’induwslnternet&plorer S L__JLQIW
G_‘; + [ 2 rttosfjwmmn.etrace.com ][] |ve searcn el

File Eit View Favorites Tools Help

v e [aewace login ]_I M- o=~ |k Page - {5 Tools + e

|8

New Customer Registration | Gearworks | Support | About

o~
y etrace mssonconto

rugged software for rugged phones

Welcome to your etrace mission control

With Gearworks technology in hand today, leaders in small business
to the enterprise are tackling big challenges by empowering
supervisors to delfiver customer satisfaction with a competitive
advaniage

etrace loginz

usermame

password |

company |
id

v

(@ €@ mternet H100% -

3. Using your etrace login ~ credentials , enter your username  password and

company id. Note: Login information was  provided to the main point of contact
for your company in the Mission Control Info  rmation spreads heet that was
emailed when your company was first set up by Etrace .

USERNAME:

PASSWORD:

COMPANY ID:

4. Clickthe Login Button

| LOGIM |

5. The system will then complete the login process.
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Account Lockout

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

| LOGIM ‘

Foroot password?

If you forget your password

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

2. Enter the email address assigned to your account

# etrace missioncontrol

Password reset

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

I ——

e .
ki P Cancel Continue

3. Click Continue

4. An email will be sent to your email account. Click on the link in that email to
go to the Password r  eset page.

5. Enter andre -enter a new password. Mission Control will now let you log in.
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First Time Setup Wizard

The first time that a new web user logs in, a setup wizard will run asking that user to

fill out Profile information. This will ensure that a u serdés name, ti
address are correct.
'a etrace missioncontrol
PROFILE
0
Make sure your personal information is correct
First Name: |Operations | *
- Last Name: Manager ‘r«

Time Zone: Central Time (GMT-06:00) V\

Email Address 12

Your email address is only used for product functionsiity (password raset, smail lerts, schedaled reports) and to potify pou of new

furctioncity been added to 1 2 Vour data very seriously and we witl NEVER give out your

Receive Alert Notification via email O

Notify me of What's New

* Required

Continue

The very first web user
version of the F

that logs in for a company will be presented with the
irst Time Setup Wizard. Th is setup wizard helps configure a

me Zzone

full
company®o6s

account to take advantage of

some of the most popular features

and e

#) etrace missioncontrol

NEXT STEP

SETTINGS ALERTS FORMS JOBTYPES

WELCOME MOBILE WORKERS

etrace Setup

Welcome to etrace Setup

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

« Mabile Workers
« Hours of Operations & Battery Life Settings
« Common Alerts

« Common Forms

« Common Job Types

Choose Continue to begin.

Mobile Worker s
Typically on first time login the names of the workers are set to their mobile

allows the web user to rename the
(or their vehicle ), and to set the

phone numbers. Th e Mobile Workers tab
workers to the proper name of the worker
time zone for each worker.

This tab also contains a menu where the language can be set to from English to
Spanish for the prompts and

Page 8
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language is set to Spanish, that user will recei ve a notification of the change in
language. Mobile Worker  information can also be configured in the U serstab in
the web portal

Settings

The Settings tab in the setup wizard allows web users to configure the Hours of

Operation and Battery life settings for their Mobile Workers. The web user can
turn on Auto Application Start Up, set the start and stop time for GPS collection

and choose the days/times (Hours of Operation) when the application should

start up and locate the mobile worker , and whether the a  pplication should shut
down at the end of the hours of operation. The Battery Life settings asks the
web user if etrace should auto -launch to the background and display an exit
option in the etrace menu on their Mobile

Industry Smart

Getting started with  etrace has never been e asier. The etrace software has a
powerful set of forms, alerts, job types and reports that can be configured to

meet your needs. Web administrators now have the ability to choose from

industry oriented configurati ons for their etrace company account. The system
will automatically install a configuration based upon the selected industry.

Users can further change the configuration through the existing configuration

tools.

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

NOTE: The setup wizard can bere  -run by going to the Administration
>Settings ->Company tab and selecting the setup wizard button from the
toolbar on the left side of Mission Cont rol

Page 9
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Mission Control Interface
This section gives a general overview of the Mission Control interface and navigation.

Tabs

There are eight major tabs in Mission Control - Home, Jobs, Locations, Workers,
Alerts, Messages, Reports, and  Administration . The tabs available are determined by
the etrace package your organization has purchased.

(9 etrace missioncontrol | Logged in as: Operations Manager | About | Preferences | Support| Training | Logout |

MAPS JOBS LOCATIONS WORKERS

ALERTS MESSAGES REPORTS ADMINISTRATION |

Options Menu

Whenever you see a list in Mission Control, clicking on an item in that list will open up

an Options Menu. In the Options Menu, you will find quick links to the different

functions available for the item you clicked. The picture below shows a Workers List.

Clicking on a specific Worker in that list has made an Options Menu appear. To access

a specific function, click on the option you want (e.g. if you want to see a workerds
map, click on View Worker Map). To cancel out of an Options Menu, click on the X.

Workers List : Michael Bonds

View Worker Map

View Worker Details

Ping worker

Remote Start

view Worker Activity Log

View Worker Jobs

View Worker Locations

Reports

Continuously Updated Data

Mission Control always displays the most recent information available. When data is
received and updated on Mission Control, t he item that has been updated will flash a
color to let you know. New items that have been added to a list will flash green (e.g. a
new job added by another web portal user). ltems that have changed on a list will

flash yellow (e.g. anew GPS pointfora W orker ). Items that flash grey have been

removed from the list (e.g. a deleted or reassigned job). Further, any task you might
be working on in Mission Control is not disrupted by
updated information without interrupting your work.

Page 10
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Map Navigation

Map s Tab

Clickingont he Maps Tab gives you a map view of where your mobile workers are

currently geographically, and also shows the location of all Jobs and Locations for your
company. Follow the items below to navigate aroun d this map and all other maps in
Mission Control

Legged o asi su | About | Preferences | Support | Yraining | Leaout

| wocavions | womeess | AUERTS | MESSAGES |  REPORTS | ADMINISTRATION |
Date/Time: Workers Map L ) o ) yd ust Mao |
Start: 10/18/10 12:00 AM avelebd r
lend: 30/19/10 11:59 PN [ﬁ ‘_"‘,‘::5"" Pr et v _) Ping Workers H.]n.-z map to dete
{ [ Sﬂ Filter ’ Fdtary ﬁ Worker » B" Locoaton » @ »ob - :;gx Labels » {B GPS - [6] Gecfence »
| Groops: | L, clmi Sasiaschewan ST ) [ e Soate | thees | Temen ]
| = [5) Work Groups a8 e T
(2] Detault i
~ 3 ! Oetarso Setec
z °
jJ K £
~ A s,
ohe > e o J\ "~
=l .S . Warhingten Voresns RN Miaedae A
| Seo«ﬁ y e /
pe— — . Soun S Waconsint \ ) STt Maten
G U o35 gy R S
Wyseming o o New Yok \
| Refresh o 13:10 minute(s) ows P P
| Nedeaska o ) mwm N
(o2 [ S - SN a3 o \
e 9 Vb Celorata Nondds ".m 'Y
< P Cottornie - u-mny
° enne
[ b . CAMMIAS gy Corotna
o0 Arteons New .
J NS & Mesice A "‘“‘“‘::h S i) o-u x-u

Zoom Toolbar
+J The zoom toolbar is displayed in the upper left -hand side of the map. Use this
T | toolbarto zoom in and out ofthe map for both close-up and large -scale view s.

e Tozoomin ,click above the current position of the marker on the toolbar
or clickthe +icon at the top of the toolbar

e Tozoomout ,click below the current position of the marker on the
toolbar or click the 1 icon at the bottom of the toolbar

You can also zoomin orout ofanareaby scrolling inorout withthe mouse
wheel ; or, double click a spot on the map to do a quick zoom.

You can also zoomin oroutofanareaby scrolling inorout withthe mouse
wheel ; or, double click a spot on the map to do a quick zoom.

You can also click onthe  Drag Zoom In icon just below the Zoom toolbar.
Then drag on any portion of the map to display the zoomed view of that selected
area.
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xo’a Logged i as: su | Abeut | Preferences | Support | Training | Loaout
LOCATIONS ] woRkeRs [ ALERTS ; MESSALES | REPORTS | ADMINISTRATION
= —
Workers Map e T3 as |
\::::": :z:;ﬁg :';i‘::: [@ ‘__""‘:“‘;:‘" [@]g 1ot w '_)] Ping Workers '\;H Reft map to dats | Flter F werker w Elocabon - @i’.b -~
Set Fllter | | [tg Latals w [Z:] GPS - @ Gectence w
|~ % Qlry > = =] [ “Wop [ Savnte | mees | Teran |
: = [v] work Groups < b2, > © Waracrvie - PRV u:;-«. ol L)
] Default % P — e A o
o S TS T irreeo T . &3
S
b [V " X B n-::m ."‘ < e
(search ) | ey R e
* olem ER . ez .‘.. o
2 o . Ao Portodode -
| Refresh m 6:30 munute(s) ) 4 o ,f.
'L"d]..«.a -
N sda)
Baen San Lo - Moratew O Bakorshiold
Oteng ort
3 %
Icon Filters
Icon filters are displayed in the upper right hand side of the map, allowing you to
show or hide map icons for certain events and actions . To show or hide specific map

icons, select the icon group you want and click or unclick the necessary groups or
actions.

Filter: Location w @ Job w Warker w IE Labels - GFS -

Draggable Maps

ADraggabl e mapso all ow glwofuthda mapsmio eteaceaquiokly and
easily. Toview an adj acent ar egeab @wthe map byndaigking afid holding
down the left mouse button. As you hold down the button, move the mouse as if your

hand was on the map, fidraggi ngo t hearemyqu wduld liketh e view. A
moment after fAdr aggpdaediconst wi appearp for your workers,
locations and jobs.

Refit Map to Data

This is a helpful tool to see your entire fleet, after zooming in on a particular area.

Click on this icon to zoom out and red raw the map so that all jobs and workers are
displayed on the map.

E Refit rmap to data

Limited Items

To make sure the maps are fast and easy to use, the web application will display no

more than 500 items of any given type at one time. For example, if a map has 700
Location s and 200 jobs, the map will display 500 Locations and 200 jobs. If the
number of any one  icon type exceeds 500, a warning message will be displayed at the
bottom of the map, notifying the user that not all of the locations are displayed. To
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ensure that al | necessary items are viewable, either zoom into a specific geographic
area or use the Group and Location filters to restrict items displayed on the map.

Map Icon Menu s

Whenever you see a map in etrace , you can clickon any icon on that map to display

the information attached to that icon (Location, Worker, or Job) and bring up a pop -up
Menu. Inthe pop-up Menus, you will find quick links to the different options attached

to the icon.

Jahn King

Weorker Details
Home Map
Ping

Show Routes

Animate Route

John King
Worker Details Worker Information

Home Map As of 10/19/10

06:43 aM CDT
Ping .
Job 1: Job_Texas_Trinity_aAddr

Show Routes Status:Logged In

Animate Route

Export Map

The Export Map  feature allows you to view data from etrac e Mission Control in
Google Maps or Google Earth. This lets you view saved Locations, Job sites and

Worker positions from etrace within the specialized Traffic, Satellite and Street View
maps supplied by Google. To export a map from any map screen, click t he Export
button located above the Zoom toolbar in the map you are looking at.

Export -

Export ingamap to Google Maps or Google Earth

To export a map into Google Maps
1. Openthe etrace map you want to export.

2. Clickthe Export button above the Zoom toolbar .A menu will appear below the
Export Button.

Export w Ping Y Page 13
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Export ingamap to Google Earth

Toview etrace datain Google Earth, your computer must have the Google Earth
software installed on it.

To download and install this free program

1.

2.

Go to the Google Earth websi  te at http://earth.google.com/

Click the Download Google Earth button. A new web page will appear with
the userds agreement.

Click Agree and Download after reading and the terms of service. A small
pop -up will appear, asking if you want to save Google Earth to your computer.

If using the Firefox browser, ¢ lick Save File . When the file is done
downloading, double -click the file to open and run it. If u sing Internet Explorer,
click Run twice.

The Google Updater  will download and install Google Earth on your computer.

When the Installation is complete, click Run Google Earth to open Google
Earth right away or ~ Cancel to wait .

To export a map for use in Google Earth

1.

2.

Open the map you want to export from etrace in Mission Control

Click the Export button found above the Zoomingt oolbar . A menu will appear
below the Export Button.

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

Ifusing the Firefox Browser, ¢ lick Save to Disk . In Internet Explorer, click
Save twice.

The file will now download onto your computer.

When finished downloading, double -click the file to open the file in Google
Earth.

Page 14
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2 Google Earth

Fle Edt View Took Add Help

¥ Search

FrdBusiesses | Drocions |

T
{
Fiyto 6.0, New Vork, NY Noith DakelE /N
4 ! AN
| Minnesota 5 ‘Montréal
. {znnla':- ontréal
b

Parsons:Electric|Mpls
Houselnumbe0367.- Red Wing
MethodistHSERtal Roc hester

Mobile-LinkiWirel Tith & Lamountain Serviced| Corp

A Wy ‘
EET—T) ‘ Sy o5 ; oS
= O1% wy places ] [8)Cas ¢ A PepsilAmericas 26:2008;16

5 71 ] Exelon- Oak BrooK
e suttseena - ? Wy 2+ i/ Nebraska' ». ]
St older ond cick o e & ' J eldeicarch &
'Play' buttan below, to start the. 0 .' v F ‘Comforti it Denver. |
= & T Pl i
ILECHERES b o f ; Busines s Point Wireless lineis Super.Center 1D 5
= e . i ¢ ) @ El[Pa%olCounty e Nextel Cincinnatis o 567:Dean 8am-5pm
Jew locatons onhe Googie 1 j o/C GG ; : WRRRSCIN. Virginia Br-620
o . T W T ] i o e RRSCHeneoT: e gt Anpet P ANy 9
& F149 moners i s [ 1sas 8 O\
View workers onihe Gaogle 5 ) ; ; Rreas b 52 PR B 5o ity concrete
b | International TruckrSales

I Erenk Cotrictt v cky
4 ¥, O/
Fobbie Davidson SRFEWAY, wzm"’ﬁ. ol
Locetior: Unknown % ; A
2045 npain ct 08
Frank Edison o 3 i Alkansas

Marriott Williamsburg, VA

o qﬁuvhng\un Textiles Corp of America
Mary BethiFox's Office, L2
Oklahoma RRSC=Charlotte Br.-023
y

463 Rang (SiRatchKovski
Falcon Express(za! 8820-Robert Wright

DGRM|Workorder Center:

Geagraphic Vb y § o 4

I 30 butangs : i § PrintINexte! - Baton Rﬂuge 2
[0 Street view { 3 B3 £
@

j : Fergu
Berders ani Lakels O W éa\veslon County WCID)

Seivice Team

Ayl
Elying, ‘E&ng
) I

B F Paces of nterest

30°0354.20°N 9

***  Once map data is exported from Mission Control, it will not be updated as
workers/jobs/etc. move or change status. To view updated map information
you must re -export the map to Google Maps or Earth.
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Filtering , Sorting, and Searching

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

Date/Time Filter

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

1. Inthe upper left -hand corner of etrace, find the Date/Time filter.

GLeart  US/ULUS UUUG :
End:  06/01/05 23:59 Date and Time
Filter

2. Clickonthe SetFilter buttontobringup the filter selection

3. In etrace there are two types of date/ time filters:
a. Relative : specifies a relative time frame from the current date. le., ATodayo
wo u w i 0 i i
ould al ways displa todayos nformation each
Control .
Change Date/Time Filter
. w’ Continuously refresh data for:
h (® Relative Day Range OR | () Relative Time Range
Relative Period
Today Hours in the past
E] Hours in the future
Fixed Period [ oK I[ Cancel |

Page 16
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b. Fixed : allows auserto  specify a specific timeframe and duration in the
past or future.

Change Date/Time Filter

Display data for fixed period:
&y
-kl

Relative Period

O Specify times

From: |08/22/05 j
a To: 08/24/05 j

Fixed Period oK ][ cancel |

4. Select the appropriate date/time settings, and select the OK button.

Work Groups Filter
The Work Groups Filter will allow ausertov iew datain Missio n Control for the
group(s) selected.

El | Work Groups Choose_ﬂ'le group_(s)
Default 4 you wish to see in
[] siteScope filtered results

1. On the left side of etrace, find the Work Groups filter.

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

3. Clickthe Apply buttonto make yours election.

Sort

Within each tab of Mission Control a user can sort the data by the column headers
displayed. For example, if a user wants to display the workers in ascending order by
workers name they would do the following:

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

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

MName w

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

Mame
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Search

Use the followin g procedure to find a specific worker, job, or location.
1. Inthe Search field enter the search criteria.

Search:

Workers | %

'Workers

Locations

[ | P — Cloose the catagory you

which to search

2. Select the item from the pull -down menu.
3. Click the Search button. The search results will appear in the search window.

Page 18



Mission Control User Guide

Workers Tab

The workers tab  is used to monitor your mobile workforce . All of the information on
this screen is in real time. From this tab, you can see whether or not a worker is in

wireless and/or GPS coverage, the worker s name, which group they belong to, their

last known communi  cation status , their last known location date and time , and the
amount of paid hours worked in the current week.

#) etrace missioncontrol Logged in as: Operations Manager | About | Preferences | Support | Training | Logout ‘
MAPS JOBS LOCATIONS WORKERS ALERTS MESSAGES REPORTS ADMINISTRATION ‘
Date/Time: Workers List List |« Map
Start: 04/24/08 12:00 AM
End: 04/24/08 11:59 PM
Setlhiltey i Status a Last Location Location As Of Pay Hours
Grou, Stopped: 0:58 hrs Location: FRYS
Work Groups service - Lagged Out Due 00054 04/14/08
. ':E . LA Jabn smith g = to Inactivity 2842 E Bell Rd 03:56 pMcoT 0
SE”‘EE - Ma; . Seottsdale, A7 85254-6000
7] Service - Midwes
N Stopped: 0:43 hrs Location: Unknown
scaonn (M@0 oy s umeorae  JESCT e e
Service - West v Garland, Texas 75040 .
service- West Y Frank Service - Logged Out Due I_E;Ehng: R:2ele 04/17/08 as
Apply Cartright Midwest =l o Tnactivity B, DTGET) (R 02:02 PM CDT
- Stopped: 0:14 hrs Location: Unknown
| o Toactwiy 20451 paim ct bel03pm cor ©
Wwaorkers ¥ Pasadena, Texas 77502 i
Stopped: 29:56 hrs Location:
Jason Service - Logged Out Due ALBERTSOMNS 0981 04/15/08
LA williams West ta Inackivity 3145 S Alma School Rd 10:03 PM CDT n
Chandler, A2 85224
Traweling: 0:09 hrs
Y Frank Edison Service - Logged Out Due Us53 D4/.‘17,/‘DB o
Midwest to Inackivity ahio 43302 02:01 PM COT
Traweling: 0:00 hrs
Service - Logged Out Due 72 Old Us Hwy 8 (old Hwy 8 Swjold 07/27/07
@0 Erin Gaines  uidwest to Inactivity Highway 8 Sw/Sth Ave Sw) 0g:52 am coT
New Brighton, Minnesota 55112
- Stopped: 0:15 hrs Job: 01805-358698
Y} Jason Lea fﬁmzt thn%E::dt\S;; DUB 50542 Oidham Rd Apt 104 gg{%ygla cor 85
Southfield, MI 48076-4026 =
Stopped: 3:52 hrs Location:
Doug Service - Logged Out Due Gearwarks Inc 02/28/08
99  ohan  Midwest o nactivity 2770 Blue Water Rd o402 pMcsT 59
Eagan, MN US

Worker  Stoplight s

The Stoplight feature shows the c onnection status o f your workers®o
This is displayed with two colore  d circles.

T Brian 7520 -
Color coded status

icons

W Nextel Developer Conf

ee Scott Ehmen
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The first circle (the Communication Stoplight) signifies the phone ¢ onnect ion status of
that worker.

o

)

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

Red indicates that the mobile phone has not communicated with
the server in the last hour. That workerdés Statusc
fiDevice is not sending information . 0

The GPS Stoplight is to the right of the Communication  Stoplight and signifies the GPS
connection status of a worker.

=)

Green indicates avalid GPS point has been received inthelast 65
minutes.

Yellow indicates that avalid GPS point h as not been received in over 65
minutes but the communication status with the workers device is still
good.

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

* X" ) Last Device communication and GPS point within 65
minutes .
™) Device communication but no GPS point w ithin 65
=3 minutes.
YY" Last Device communication within 65 minutes, but

GPS is either restricted or has a low battery.

Check worker Status. If Device is not sending

Y | information  , worker has not properly logged out
and Devic e has not communicated in over 65
minutes.

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

The name column displays the name of the worker, for an in-depth view of a specific

worker; you <can <click on that w ollrbkng yodl $nto that specific Thi s wi
workerdés detail s. Here you can view the worker acti

details and that specific workers map.

Status

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

On Duty

Logged in to etrace and  worker has started their shift by using the timesheet

functionality.

O Break

Logged in to etrace and worker has started their break by using the timesheet

functionality.

Logged Qut Due to Inactivity

Device is not send ing information . The device has not communicated with

server in over 65 minutes

FPuctive

Logged in to etrace.  Actively working on a job.

| Logged Off

Driver exited etrace . This signifies the worker is n o longer bein g tracked.

Logged In

Logged in. etrace is running on the device and the worker is being tracked . At
this time the worker is not using timesheets.
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Location
The i L a kotation 0and fiLocat imuomnashowydudhe last known location of
the worker and the date and time at which that GPS point was received. Until an

updated GPS point is received , itis assume d that the worker has not moved from that
location.

Pay Hours

(etrace Standard and Pro  Only)

The Pay Hours column displays how many hours each mobile employee has worked in

the current week . This colum n will update every fifteen minutes to give you up -to-date

and accurate information over the course of your workersdéd shifts and wor k
Fleet Map

If you would like to see a map of where your workers are currently, click the Workers

tab and then the Map sub-tab in the upper right  -hand corner of mission cont  rol. To aid

in locating workers, worker actions including Logging in orout , Starting or Ending a

shift or break, or filling out a form will make an icon appear on the map, pinpointing

when and where a  worke r performed one of those actions; GPS points are also
collected and shown on the map when a worker first logs in.

LOCATIONS Y ORKERS ALERTS MESSAGES REPORTS ADMINISTRATION

Workers List

EI Availability
Calendar

Woark
‘ Scohre;JIe

To get back to your list of Workers, click the List sub -tab, or click on the Workers tab.

Worker Filter

On the home, jobs, or wo  rkers tab, the worker filter will be displayed towards the
upper -right hand corner of mission control. This will allow a Mission Control user to
view a subset of workers based on their current status.

1. Clickonthe Filter Worker button | REPORTS |ADMINlSTMTIBN
and the worker sta  tus/symbology Get | Wap
filter will be displayed. Fivar: [1E5] Worker =
| Location B [w] Worker Status
. bad: 0:58 hrs Location: FRYS 0 =] Logged Off
2. Check or uncheck the appropriate ;Sjﬁ"eh i Loggedm
tsdale, A7 85254-6000 )
Worker StaIUS/SymbOk)gy ped: E:_J}yhrs_L-:-tatl-:-n: Unkno E 2: s::;k
checkboxes and press the ~ OK e Tenae 73040 1 active
button . Or Cancel to make no eling: 0:26 hrs | Logged Out Due to Inactivity
ulus, Michigan 48174 B [v] Warker Types
Changes ped: 0:14 hrs Location: Unkno Level 1 Certified
b N palm Ct R ) Level 2 Certified
idena, Te 0 Master Certified

ocation: ALBE [ 0K | cancel

A320
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Activity Log

In the Workers tab , if you click on
Clicking on  View Worker Activity  Log will
tak e you to thatw orker 6 #ctivity Log. Here
you can view all of the actions that worker

has performed within the date and time
range which you have set using your
Date/ Time filter
etrace software will show you a Login, Start

Shift, End Shift, Exit etrace (if you are
using timesheets). There is also an Activity

fiter wh ich allows you to specify which
actions you would like to view such as,
Timesheets, Log in/Log out, GPS errors /Ad
Hoc Forms.

Worker Locations

In the Workers tab , if you click on
Clicking on View Wor ker Locations

up in Mission Control a

View/Edit Worker Timecards

In the Workers tab, if you click on
the Options Menu will appear. Clicking on the
Edit Worker Timecards option w ill show

workers timecards for the filtered time period and

allow you to edit and view timecard edits.

a worker 6 sname , the Options Menu will

A thep

a worker 6 sname ,

Mission Control User Guide

appear .

Workers List : Gary

View Worker Jobs

View Worker Map

View Worker Details

Ping Worker

Remote Start

View Worker Locations

Reports

a worker 6 sname , the Options Menu will appear.
will show you any locations that have been set
wor ker 6s

nd sent to that

Edit Worker

View/ Hours of Operation

you the

Ping Worker

View Worker Map

View Worker Detail

View Worker Activity Log

View Worker Jobs

View Worker Locations

Reports

’a etrace missioncontrol

‘ Logged in as: Brian Edds | About | Preferences | Support | Training | Logout ‘

LOCATIONS ALERTS | MESSAGES | REPORTS ‘ ADMINISTRATION 1
Date/Time: Workers List » Timecards List for Frank Cartright / Activity Log |/ Timecards |/ Locations |/ Jobs)”  Details |/ Map |
|Start: 06/07/09 12:00 AM =
End: 06/13/09 11:59 PM Reports v||[@] 4dd shift |
[[seremeri] [start shift [start Break [end Break  [end shirt Break time [pavrours |
06/08/09 08:31 AM CDT 06/08/09 05:55 PM CDT 0:00 9:25
=[] Work Groups 1)
: 06/10/09 08:26 AM CDT 5/10/09 05:12 PM 0:00 8:46
[ driver ‘ 6 6 06/10/09 05:12 PM CDT[2] 8:46
B[] Grant Ellis - AZ | 06/11/09 08:30 AM CDT 06/11/09 05:15 PM CDT 0:00 8:46
[]Bus Dev ‘
[JHP
[J McNall
[]New Group
EI[] Sales - Chicage
[] Sales-West

[ yvette grou
=[] Sales East

[ Sales etrace
v]

11 Qarvica - Eact

<]
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Editinga Timecards
1. Selectthe shift you would like to edit

2. Clickthe row ofthe row you would like to  edit (you can only edit one shift ata
time). The Timecard Options Menu will appear.

J Timecards List : Frank Cartright X

l
H Edit Shift |
)

U View Timecard Hlstory

3. Select Edit Shift

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

Edit Shift

Start Shift: Date: 06/08/09 T8 Time: | 08 [w] :| 31 [w]| | AM [w] [ Comment
[ Add Break

End Shift:  Date: | 06/08/09 [8]  Time: | 05 [wl|:| 55 [w]|| PM[¥] [ Comment

| cancel | save |
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A Each timecard action must be separated by at least one minute

A Timecard shifts cannot overlap

5. Select Save when changes are complete

Adding a Shift

1. Pressthe Add Shift Button

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

3. Select Save

Viewing Timecard Edit History

1. Selectthe shift you would like to view edit h istory for

2. Click the
atime).

row of the row you would like to
The Timecard Options Menu will appear.

3. Select View History

view (you can only

Mission Control User Guide

view one shift at

’g etrace missioncontrol

I Logged in as: Brian Edds | About | Preferences | Support | Training | Logout ‘

LOCATIONS ALERTS | MESSAGES | REPORTS ADMINISTRATION |
Date/Time: Workers List » Timecards List for Frank Cartright » Timecard History
Siark06/07/05 12:00 A Action Original Date/Time New Date/Time D 14 i
Updated b C: Updated Date/Time
End: 06/13/09 11:59 PM 0 0 OB/T8/00 6195109
5 6/11/09 6/11/09 o 6/15/09
Set Filter End Shift 05:15 PM CDT 05:00 PM CDT Brian Edds Forgot to punch out at 5 12:49 PM CDT
= ) SRRl 11:30 AM CDT Biianedds 12:49 PM CDT
=[] Work Groups jlad 06/11/09 06/15/09
[ driver EfdiBesk 12:30 PM COT EHEnEIds 12:49 PM CDT
E[]Grant Ellis - AZ| _
[]Bus Dev ‘
[JHP
[ McNall
[[]New Group
E[] Sales - Chicage
[] Sales-West

[] yvette grou
EI[] Sales East
[] Sales etrace

o [
1 Garvira - Fast ¥

- |2

Apply

Workers [
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Time - Off

In the Workers tab, i f you <c¢lick on awilwppmpeder 6s name,
Clicking on the Times Off  option will bring you to the Time off list for the Worker.

Time off is used to change the workers availability for scheduling jobs. Time off will

also prevent remote start messages from being sent to the mobile wor kers device

during their time off.

Creating a Time - off

Select the Create Time  -off button on the Workers Times Off List
Select the Start and End date and time for the time off.

Select a reason and enter notes in necessary

Select Save & Close

© N

Create Time-off

Start: Date:|11/02/00  |[F Time: | 12w/ :| 00[wv] | AM [
End: Date:  11/03/09 2] Time: | 12 3| :| 00 ¥ | AM |»
Reason Code: Vacation v

Notes:

[Cancel ][ Save & Close ]

Worker Jobs

In the Workers tab , if you click on a worker 6 :#ame , the Options Menu will appear. The
View Worker Jobs option will only appear if you are a n etrace pro customer . Clicking
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