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Mission Control Website  

Logging In  

1.  Open an Internet Explorer or Firefox Web Browser . 

 

2.  Navigate to https://www.etrace.com  

 

 

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.  Click the Login  Button  

    

 

 

   

5.  The system will then complete the login process.  

https://www.etrace.com/
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Account Lockout  

Á 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. 

 

 
 

 
 

 
If you forget your password  

 
1.  Click on the  Forgot Password link under the Login  button.  A Password 

restore screen will open.  
 

2.  Enter the email address assigned to your account . 

 

 

 

 

3.  Click Continue .  

 

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 and re -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 serôs name, time zone and email 

address are correct.  

 

 

 

The very first web user that  log s in for a company  will be presented with the full 

version of the F irst Time Setup Wizard. Th is setup wizard helps configure a companyôs 

account to take advantage of some of the most popular features .  

 

 

 

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

phone numbers. Th e Mobile Workers tab  allows the web user to rename the 

workers to the proper name of the worker (or their  vehicle ) , and to set the 

time zone for each worker.  

 
 

This tab also contains a menu where the language can be set to from  English to  

Spanish for the prompts and menus on a usersô mobile device. If a userôs 
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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 sers tab  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 Workersô phones. 

 

 

Industry Smart  
Get ting 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  user to setup the At a Glance daily summary report to 

be sent to themselves.  
 

 

NOTE:  The setup wizard can be re - run by going to the Administration -

>Settings ->Company tab and selecting the setup wizard button from the 

toolbar on the left side of Mission Cont rol  
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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.  

 

 

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 workerôs 

map, click on View Worker Map). To cancel out of an Options Menu, click on the X.  

 

 

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). Items that have changed on a list will 

flash yellow (e.g. a new GPS point for a 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 this ñrefreshò process, giving you 

updated information without interrupting  your work.  
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Map Navigation  

Map s Tab  

Clicking on t 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 .   

 

 

 

 

Zoom Toolbar  
The zoom toolbar is displayed in the upper left -hand side of the map.  Use this 

toolbar to zoom in and out of the map for both  close -up and  large -scale  view s. 

 

 To zoom in , click above the current position of the marker on the toolbar 

or click the + icon  at the top of the toolbar .   

 

 To zoom out , click  below the current position of the marker on the 

toolbar or click the ï icon  at the bottom of the toolbar .   

 

You can also  zoom in or out of an area by scrolling in or out with the mouse 

wheel ;  or, double click a spot on the map to do a quick zoom.   

 

 

You can also  zoom in or out of an area by scrolling in or out with the mouse 

wheel ;  or, double click a spot on the map to do a quick zoom.   

 

You can also click on the Drag Zoom In  icon  just below the Zoom toolbar. 

Then drag on any portion of the map to display the zoomed view of that selected 

area.  
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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.  

 

 

Draggable Maps  

ñDraggable mapsò allow you to move around all of the maps in etrace  quickly and 

easily. To view an adjacent area of a map, ñgrab ò the map by clicking and holding 

down the left mouse button. As you hold down the button, move the mouse  as if your 

hand was on the map, ñdraggingò the map to the area  you would like to  view. A 

moment after ñdraggingò the map, updated icons will appear 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.  

 

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 l 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 click on  any icon on that map to display 

the  information attached to that icon (Location, Worker, or Job) and bring up a pop -up  

Menu. In the pop -up  Menus, you will find quick links to the different options attached 

to the icon.  

 

 
 

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 ing a map  to Google Maps  or Google Earth  

 

To export a map into Google Maps :  

 

1.  Open the etrace  map you want to export.  

 

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

Export Button.  
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Export ing a map  to Google Earth  

To view etrace  data in Google Earth, your computer must have the Google Earth 

software installed on it.  

 

To download and install this free program :  

 

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

 

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

the userôs agreement. 

 

3.  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.  

 

4.  If using the Firefox browser, c 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.  

 

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

 

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

 

2.  Click the Export  button found above the Zooming t oolbar . A menu will appear 

below the Export Button.  

 

3.  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.  

 

4.  I f using  the Firefox Browser, c lick Save  to Disk . In  Internet Explorer, click 

Save  twice.  

 

5.  The file will now download onto your computer.  

 

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

Earth.  

 

http://earth.google.com/
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***  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.  In the upper left -hand corner of etrace, find the Date/Time  filter.  

 
2.  Click on the Set Filter  button to bring up 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. I.e. , ñTodayò 

would always display todayôs information each time you login to Mission 

Control .  

                      

 



Mission Control User Guide 

 

                          Page 17  

 
 

b. Fixed : allows a user to specify a  specific timeframe and duration in the 

past or future.  

 

 
  

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

 

Work Groups Filter  

The Work Groups Filter will allow a user to v iew data in Missio n Control for the 

group(s) selected.  

 

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.  Click the Apply button to make your s 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.  Select the Workers  tab.  

2.  Click on the Name column header.  

 

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

ascending order.  

 

 
 

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

descending order.  
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Search  

Use the followin g procedure to find a specific worker, job, or location.  

1.  In the Search field enter the search criteria.  

 

 

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

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

 

 
 

 
Worker Stoplight s  

 
The Stoplight feature shows the c onnection status of your workersô mobile devices. 

This is displayed with two colore d circles.   
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The first  circle (the Communication  Stoplight) signifies the phone c onnect ion  status of 

that worker.  

 

 

 

 

 

 

 

 

 

The GPS Stoplight is to the right of the Communication Stoplight and signifies the GPS 

connection status of a worker.  

 

 

Green indicates  a valid GPS point has been received in the last  65 

minutes.  
 

 

Yellow indicates that a valid  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.  

  

 

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 workerôs Status will be changed to 

ñDevice is not sending information .ò 

 
Last Device communication and GPS point within 65 

minutes . 

 
Device communication but no GPS point w ithin 65 

minutes.  

 
Last Device communication within 65 minutes, but 

GPS is either restricted or has a low battery.  

 Check worker Status. If Device is not sending 

information , worker has not properly logged out 

and Devic e has not communicated in over 65 

m inutes.  

 
Check worker Status. If Logged Off , the program on 

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 workerôs name.  This will bring you into that specific 

workerôs details.  Here you can view the worker activity log, locations, jobs, worker 

details and that specific workers map.   

 

Status  

The status column shows the last known status of each worker.   Listed below are the 

types  of statuses displayed in this column:  

 

 

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

functionality.  

 

  

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

functionality.   

 

 

 

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

server in over 65 minutes .    

 

 

 

Logged in to etrace. Actively working on a job.  

 

 

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

 

   
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 ñLast Location ò and ñLocation as ofò columns show you the 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 , it is 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 workersô shifts and work week. 

 

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 or out , Starting or Ending a 

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

when and where a  worke r performed one of those actions; GPS points are also 

collected and shown on the map when a worker first logs in.   

 

 

   

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.  Click on the Filter  Worker  button 

and the worker sta tus/symbology 

filter will be displayed.      

 

2.  Check or uncheck the appropriate 

worker status/symbology 

checkboxes and press the OK  

button.  Or cancel  to make no 

changes.  
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Activity Log  

In the Workers tab , if  you click on a worker ôs name , the Options Menu will  appear . 

Clicking on View Worker Activity  Log will 

tak e you  to  th at w orker ôs Activity Log . Here 

you can view all of the actions that worker 

has performed within the date and time 

range which you have set using your 

Date/Time filter.  A ñperfect dayò using the 

etrace software will show you a Login, Start 

Shift, End Shift, Exit etrace (if  you are 

using timesheets).  There is also an Activity 

filter 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 a worker ôs name , the Options Menu will appear.  

Clicking on View Wor ker Locations will show you any locations that have been set 

up in Mission Control and sent to that workerôs device. 

 

 

View/Edit Worker Timecards  

In the Workers tab, if you click on a worker ôs name , 

the Options Menu will appear. Clicking on the View/ 

Edit  Worker Timecards option w ill show you the 

workers timecards for the filtered time period and 

allow you to edit and view timecard edits.  
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Editing a Timecards  

1.  Select the  shift you would like to edit  

 

2.  Click the row of the row  you would like to  edit (you can only edit one shift at a 

time). The Timecard Options Menu will appear.  

 

 

 

 

 

 

 

 

3.  Select Edit Shift  

 

4.  Edit the date/time of shifts and breaks in the case where a mobile worker 

forgot to punch in or out on time.    

a.  If a user forgot to perform an  action altogether, the action can be added 

be pressing the Add Break or Add Shift button  

b.  Comments on the edit can be entered by pressing the comments button  
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Á Each timecard action must be separated by at least one minute  

Á Timecard shifts cannot overlap  

 

 

5.  Select Save  when changes are complete  

 

 

 

 

 

Adding a Shift  

1.  Press the Add Shift  Button  

 

2.  Edit the starting time and date  

i.  You can add the end date / time or leave open  

 

3.  Select Save  

 

Viewing Timecard Edit History  

 

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

 

2.  Click the row of the row  you would like to view  (you can only view  one shift at 

a time). The Timecard Options Menu will appear.  

 

3.  Select View History  
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Time - Off  

In the Workers tab, if you click on a workerôs name, the Options Menu will appear. 

Clicking on the Times Off option wil l 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  

 
6.  Select the Create Time -off button on the Workers Times Off List  

7.  Select the Start and End date and time for the time off.  

8.  Select a reason and enter notes in necessary  

9.  Select Save & Close  

 

 

Worker Jobs  

In the Workers tab , if you click on a worker ôs name , the Options Menu will appear.  The 

View Worker Jobs  option  will only appear if you are a n etrace pro  customer . Clicking 


















































































































































