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Map Suite GPS Tracking Server
© 2005-2012, ThinkGeo.
All rights reserved.
 
How To Use The Documentation
 
Reference this user manual to get the most out of your new GPS tracking solution. In this manual, you will learn about the user interface in Map Suite GPS Tracking Server as well as learn about the entities in the system, how to setup your account and departments, and track your assets. Also, you can use this manual as a convenient reference for all of the screens and dialogs found throughout the system. 
 
Getting Additional Support
 
For further assistance with your Map Suite GPS Tracking Server GPS tracking solution, please contact ThinkGeo's support team.
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Welcome to Map Suite GPS Tracking Server! Built on the very latest Microsoft technology, Map Suite GPS Tracking Server gives you the ultimate in GPS asset-tracking technology. Based on an ASP.NET model that leverages the latest .NET platform technology, Map Suite GPS Tracking Server can easily be accessed on any computer.
 
Map Suite GPS Tracking Server offers many features and options for organizing, managing, and tracking your assets. There are many innovative, helpful, and powerful features that have been integrated into the system making it a very versatile resource-tracking solution. These special features will allow you to have maximum flexibility and control over your entire account and configure it in a very detailed way. Further, the entire system was designed with the end user in mind to give you a very intuitive, friendly user interface. 
 
No matter what your company’s tracking needs, Map Suite GPS Tracking Server provides a solution right out of the box. From fleet owners tracking just a few vehicles to large enterprises tracking hundreds or thousands of mobile assets, Map Suite GPS Tracking Server has an answer. Map Suite GPS Tracking Server can even be scaled to handle one account or dozens of customer accounts, all of which can easily be created and managed through a single portal account. In addition, each account can have its own unique branding scheme and URL. 
 
In each account, multiple departments can be created and each department can have multiple users added to them. Within each account, security groups can be created and assigned resources and users can be assigned to these groups. Based on a security group’s resources, users within a security group will be restricted from accessing certain features within an account. 
 
The  XE "Dashboard screen" Dashboard screen in Map Suite GPS Tracking Server provides an easy-to-use web interface from which all features within an account can quickly be accessed. These features include some of the following: creating departments, managing departments, creating users in departments, adding existing users to departments, managing and configuring security settings, changing user language preferences, configuring map settings, tracking Employees in departments, and viewing past Employee session data. 
 
The  XE "Tracking screen" Tracking screen in Map Suite GPS Tracking Server allows you to track all of your mobile assets in real-time and features many useful tools. Using Map Suite GPS Tracking Server's intuitive Tracking screen, you will be able to monitor live Employee sessions as well as geocode addresses, view spatial fences, create and assign spatial fences, and view and search for past Employee sessions. 
 
In order to get the most out of your Map Suite GPS Tracking Server GPS tracking solution, reference the information in this help system to learn how to use Map Suite GPS Tracking Server, troubleshoot problems, and navigate your way through the various screens and dialog boxes in the system. 
 
 
More: 
 
How GPS Tracking Works  -  See page 27
Overview of the Tracking System  -  See page 29
Device Listener  -  See page 32
Device Gateway  -  See page 33
Entities in  -  See page 34
Brief Overview of User Interface  -  See page 37
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Map Suite GPS Tracking Server is one of the most powerful and versatile GPS tracking software platforms available for your business. But how does GPS tracking itself work? This topic provides a basic overview of the process. 
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 Inside the Vehicle 
 
The process begins with the asset you're tracking — for example, a vehicle like this delivery van. First, you'll need to install a GPS tracking device in the vehicle. This device talks to the Global Positioning satellites to obtain the precise position of the vehicle, and may also user other things like the ignition, door locks, and accessory systems. 
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 Communications 
 
Next, the GPS tracking device communicates this information over the Internet to the Map Suite GPS Tracking Server servers, usually via a terrestrial communication network such as a GSM cellular system. Depending on the device and the network it supports, it may transmit in real-time, or based on a schedule. 
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 Map Suite GPS Tracking Server Servers 
 
When the Map Suite GPS Tracking Server server receives your vehicle information, it records it in a database. At the same time, Map Suite GPS Tracking Server can check the data for evidence of speeding violations, emergency situations, or any other condition you've asked it to user, and react accordingly. A continuous flow of information from the GPS tracking device to the Map Suite GPS Tracking Server server means a complete history of movement and status is stored right there in the database. 
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 Map Suite GPS Tracking Server Web Portal
 
Finally, when you want to see the location of your vehicle, you can log into the Map Suite GPS Tracking Server web portal any time, day or night, and use Map Suite GPS Tracking Server's full array of tools to display location, speed, route history, and much more. 
 
 
More: 
 
Welcome!  -  See page 25
Overview of the Tracking System  -  See page 29
Device Listener  -  See page 32
Device Gateway  -  See page 33
Entities in  -  See page 34
Brief Overview of User Interface  -  See page 37
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The Map Suite GPS Tracking Server tracking system is composed of three main parts:
 
1. The Device Listeners
2. The Device Gateway
3. The Web Portal
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A Device Listener is a small, custom-built program that "listens" for communication from your GPS tracking devices. Because most tracking devices communicate in different ways and varying formats, a Device Listener must be programmed to understand one particular type (or family) of hardware. The Listener then translates incoming data and passes it along to the Map Suite GPS Tracking Server Device Gateway in a universal format that Map Suite GPS Tracking Server understands. Listeners also facilitate Sending a Command to a Device  -  See page 256, such as "Lock Vehicle Doors" or "Request Location Coordinates". Whether your device supports a custom command depends on its hardware capabilities and the programming code of its Listener.
 
See also: More about the Device Listener  -  See page 32
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The Device Gateway is a centralized database that allows one or more Map Suite GPS Tracking Server Web Portals to interact with a number of different GPS Tracking devices in a common and robust way. Think of it as a "central switchboard" for all incoming and outgoing communication between your GPS tracking devices and the interface you see in your web browser. The Gateway handles posting of location information, routes communication to and from Device Listeners and raises alerts when necessary. It's based on a set of secure web service APIs that make it very easy for programmers to leverage when they are writing their own Device Listeners or custom sensor logic for your system.
 
See also: More about the Device Gateway  -  See page 33
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The Map Suite GPS Tracking Server Web Portal is the web-based user interface where you can login and track your devices, vehicles, employees, equipment or whatever else you need to keep tabs on. In addition to tracking, it's also where you can interact with devices by sending them commands, run reports, organize and manage your assets by department, and much more. It is possible for more than one Web Portal installation to "talk to" the same Device Gateway and Device Listeners, and yet keep that information exclusive and secure for each Portal.
 
The Web Portal contains several different types of Entities. Each of these Entities -- Devices, Employees, Departments and so on -- is arranged hierarchically and serves a different function. For more information about the Web Portal Entities and how they fit together, please see Entities in  -  See page 34.
 
See also: Brief Overview of User Interface  -  See page 37 for the Web Portal
 
 
More:
 
Welcome!  -  See page 25
How GPS Tracking Works  -  See page 27
Device Listener  -  See page 32
Device Gateway  -  See page 33
Entities in  -  See page 34
Brief Overview of User Interface  -  See page 37
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Device listeners are custom programs that are built to communicate directly with a specific set of GPS tracking devices. The device listener handles all communication to the end device, whether it is TCP, UDP, HTTP, SMS or any other communication protocol of your choosing. It's the device listener's job to then transform the data it receives from the device and post it to the Map Suite GPS Tracking Server Device Gateway  -  See page 33 via the web service API. Additionally, for devices with two-way communication support, the device listener must read data from the Device Gateway and push it out to the device.
 
Listeners govern what device-specific functionality is available to you from within your Map Suite GPS Tracking Server system. For example, if your GPS tracking device supports remote commands like "Unlock Vehicle Doors" or "Start Engine", its listener must be programmed to handle these commands by name. Later, you can configure Map Suite GPS Tracking Server to send these commands to your device in the format that your listener expects.
 
For additional information on developing custom device listeners, please see the Map Suite GPS Tracking Server Developer Center at http://gpstracking.thinkgeo.com/developer.
 
Further Reading About Device Commands:
Device Command Summary  -  See page 862
Sending a Command to a Device  -  See page 256
 
 
More: 
 
Welcome!  -  See page 25
How GPS Tracking Works  -  See page 27
Overview of the Tracking System  -  See page 29
Device Gateway  -  See page 33
Entities in  -  See page 34
Brief Overview of User Interface  -  See page 37
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The Map Suite GPS Tracking Server Device Gateway is a centralized database that allows one to many Map Suite GPS Tracking Server web portals to interact with a number of different devices in a common and robust way. The Gateway is made up of a simple set of secure web service APIs that allow developers to easily integrate custom devices or sensor logic into Map Suite GPS Tracking Server. The web service APIs were built with flexibility in mind, making custom integration easy and requiring no code changes to the Map Suite GPS Tracking Server web portal. 
 
Some of the tasks that the Device Gateway handles include: 
 
· Posting location information
·  Facilitating two-way device communication (including Device Commands)
·  Raising device- or sensor-triggered alerts
·  Handling custom device or sensor data 
 
For additional information about the Device Gateway, please see the Map Suite GPS Tracking Server Developer Center.
 
 More:
 
Welcome!  -  See page 25
How GPS Tracking Works  -  See page 27
Overview of the Tracking System  -  See page 29
Device Listener  -  See page 32
Entities in  -  See page 34
Brief Overview of User Interface  -  See page 37
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In Map Suite GPS Tracking Server, there are six Main  XE "Entities in system" Entities: 
 
· Accounts
· Departments
· Users
· Employees
· Devices 
· Points of Interest
 
In Map Suite GPS Tracking Server, each account is divided into Departments, Users, Employees, Devices, and Points of Interest. These categories represent the main entities in the system; however, the names of these entity categories can be renamed to suit each account’s individual preferences. 
 
Accounts represent separate clients in a portal environment and may each have many departments. Each account exists in isolation from other accounts and maintains its own map data, security system, configuration settings, and branding. Accounts can have their own URLs assigned to them in a portal environment. 
 
Departments represent the different offices or departments in the account. Each Department will have its own Users, Employees, Devices, and Points of Interest, and each Department will have its own maps and map extent in which it will be tracking Employees. Also, each Department has its own time zone and data that is stored in GMT. 
 
Users are the people who will be logging into Map Suite GPS Tracking Server to track and monitor the Employees, and Users can be shared between Departments. If a User is added to a second Department, the User will have access to information in both Departments. However, if a User is assigned to one Department, the User will only have access to information in that particular Department that he or she is assigned to.
 
Employees represent the entities that are carrying the GPS tracking devices. In the system, Employees are assigned to a particular Device, and Employees can be vehicles, assets, or individual people who are carrying a Device. For example, a Device might be mounted in a truck and the Employee could be referred to as the truck itself. On the other hand, a portable GPS tracking device, such as a mobile phone or pager, might be carried directly by an individual. In this case, you might refer to the person carrying the Device as the Employee. 
 
Devices represent the GPS tracking hardware that is used to keep track of an Employee’s location. Although Devices can be shared between Departments, a Device can only be active in one Department at a time. 
 
Points of Interest are the stationary entities in the system and are represented as locations on the map, such as gas stations, client offices, stores, etc. Points of Interest can have a symbol or icon to represent them on the map, and each Point of Interest will have a status in the system, such as Open, Closed, Delivered, Undelivered, etc. 
 
Below is a diagram showing the relationship between the entities in Map Suite GPS Tracking Server. 
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More: 
 
Welcome!  -  See page 25
How GPS Tracking Works  -  See page 27
Overview of the Tracking System  -  See page 29
Device Listener  -  See page 32
Device Gateway  -  See page 33
Brief Overview of User Interface  -  See page 37
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At the top of all the screens in Map Suite GPS Tracking Server is the  XE "Header Bar" Header Bar. The Header Bar contains the Company Logo, as well as the Quick toolbar with buttons that can be clicked to go to the most commonly used areas in the system. In addition to the Quick toolbar, the Header Bar also features additional links, such as a Messages link that can be clicked to access messages within the system. For security purposes, the application will check the server at fixed intervals for new messages and alerts as well as update user permissions within the system. This is done without user intervention.
     
 TC "Dashboard" \l 5Dashboard
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The  XE "Dashboard" Dashboard is the main screen in the system and the entry point for most users; however, you might want some users to enter the system through the Tracking screen, which can also be defined as an entry point to the system. The Dashboard is divided into several different sections with each section containing its own links to other screens in the system. Each account in the system is self-contained and features its own unique set of security users, groups, resources, and settings. 
 
After the user logs on, the Dashboard screen will open in a new window. This window does not feature a toolbar and menu bar as you commonly see in a standard Windows web browser. The reason for this is to maximize the screen space and utilize as much of the screen as possible for the application. This feature really becomes apparent when you open the Tracking screen. Here, you will be able to view more of the map area and gain more information from the map as a result. Another noticeable feature of Map Suite GPS Tracking Server is the absence of a scroll bar running along the side of the browser. When it is necessary to scroll up or down on a screen, a scroll bar will be featured in the particular section of the screen that you need to scroll. By limiting the scroll bar to a particular section of the screen, data on the main screen will not be affected when you scroll.
 
 TC "Tracking Screen" \l 5Tracking Screen
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The  XE "Tracking screen" Tracking screen is where you will view and track Employee sessions for your Department. In Map Suite GPS Tracking Server, a  XE "Employee Session" Employee session is a particular Employee and Device combination which begins at midnight and ends the following midnight. When you want to track an Employee session for a Department, you will click the Track icon [image: image10.png]


 for the Department, which is located in the Department section of the Dashboard. Clicking the [image: image11.png]


 icon will open the Tracking screen for the Department.  
 
On the Tracking screen, you have the ability to create and add spatial fences for Employees. In Map Suite GPS Tracking Server, spatial fences are called In Geofences and Out Geofences. These In Geofences and Out Geofences are special areas that an Employee must remain in or stay out of during his or her session. If an Employee enters an Out Geofence, an alert will be raised. 
 
The Tracking screen is loaded with many easy-to-use map controls, which reside in the following areas of the screen: Tool Panels, Zoom and Pan Controls and Overlay Switcher. 
 
The Tool Panels bar features several buttons that can be clicked to do the following:
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· [image: image13.png]


 locating latitude and longitude coordinates
· [image: image14.png]


 setting the map extent
· [image: image15.png]


 creating mock Employee sessions
·  [image: image16.png]


 measuring a linear distance
· [image: image17.png]


 measuring an area
· [image: image18.png]


 track zooming into an area
· [image: image19.png]


 panning the map
· [image: image20.png]


 launching Google Earth
· [image: image21.png]


 exporting all Employee sessions to Google Earth
· [image: image22.png]


resetting the Tool Panels 
 
The Navigation area allows you to pan in four directions on the map as well as return the map to its full extent.
 
[image: image23.png]



 
The Zoom area features a zoom bar with buttons at the top and bottom that can be clicked to zoom in or zoom out from the current map area. You can also drag the blue slider control up or down to zoom in or out.
 
[image: image24.png]



 
 
From the Tracking screen, you can search for historic Employee sessions and view these past sessions on the map. This is accomplished by clicking the History tab on the Entity tabs toolbar [image: image25.png]Points of Interest




, located on the left-side of the Tracking screen, and using the Find Historical Sessions fields. In addition, you can add and locate Points of Interest on the map through the Points of Interest finder. The Points of Interest finder is accessed by clicking the Points of Interest tab on the Entity tabs toolbar [image: image26.png]Points of Interest




.
 
 
More:
 
Welcome!  -  See page 25
How GPS Tracking Works  -  See page 27
Overview of the Tracking System  -  See page 29
Device Listener  -  See page 32
Device Gateway  -  See page 33
Entities in  -  See page 34Brief Overview of User Interface  -  See page 37
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 TC "Going to the Login Page" \l 2Going to the Login Page
 
 
To go to the  XE "Login screen" login page
 
1. Open your Web browser.
2. Type the Web address you were provided with into your Web browser’s address bar.
3. Press the ENTER key.
 
If you do not remember (or no longer have access to) the Web address you were originally provided, please contact your Map Suite GPS Tracking Server system administrator for assistance.
 
 
More:
 
Logging On  -  See page 43
Retrieving a Forgotten Password  -  See page 44
Logging Off  -  See page 43
 
 
 TC "Logging On" \l 1Logging On
 
 XE "Username" 

 XE "Password" After you have accessed the login page, you will need to log on to the system. On the login page, there is a Login box where you will enter your Username and Password. 
 
 
To Log on to Map Suite GPS Tracking Server
 
1.  XE "Login screen" 

 XE "Username" 

 XE "Password" On the Login screen, type your username in the Username box.
2.  Type your password in the Password box. 
3. Click the  [image: image27.png]


 button.
 
Note: If this logon is successful, you will proceed into the Map Suite GPS Tracking Server system. However, if the logon is unsuccessful, you will see the following message displayed below the Login button: Invalid username or password. In this situation, you will need to retype the username and password. If you have forgotten your password, you can use the "Forgot Your Password?" feature to retrieve it. 
 
 
If you have forgotten your password, you can have it emailed to you. Please see the topic on Retrieving a Forgotten Password  -  See page 44 for details.
 
More:
 
Going to the Login Page  -  See page 199
Retrieving a Forgotten Password  -  See page 44
Logging Off  -  See page 43
 
 TC "Logging Off" \l 2Logging Off
 
 
To  XE "Login screen" log off
 
1.  XE "Header Bar" Go to the top-right of the Header Bar.
2. Click [image: image28.png]Logout



 . 
 
 
More:
 
Going to the Login Page  -  See page 199
Logging On  -  See page 201
Retrieving a Forgotten Password  -  See page 44
 TC "Retrieving a Forgotten Password" \l 2Retrieving a Forgotten Password
 
 
[image: image29.png]Forgot Your Password:

Enter your emal adchess and your password wil be sent to you

Emai Address: | | seno- |




The "Forgot Your Password?" form on the Login screen
 
 
In case you forgot the password you use to login to Map Suite GPS Tracking Server, the main Login screen includes a  XE "Forgot Your Password?" "Forgot Your Password?" link, which can email your password to you at the email address associated with your account. (The password can only be sent to the account holder's address, for security reasons.)
 
To request that your password be emailed to you:
 
1. Go to the Login screen.
2. Click the "Forgot Your Password?" link.
3. Enter the email address associated with your Map Suite GPS Tracking Server account.
4. Click the [image: image30.png]SEND



 button.
 
When you have completed these steps, and if the email address you entered has been found in the system, you will see the following message:
 
[image: image31.png]Your





Success message
 
 
If you mistyped your email address, or entered an address that does not exist in the system, an error message will be displayed and you will have the opportunity to try again.
 
Once you receive your password by email, return to the Login screen and try logging in again.
Tip: If you do not receive the email as expected, check your email client software's Junk Mail and/or Spam folder to see if it has been placed there automatically.
 
 
More:
 
Going to the Login Page  -  See page 199
Logging On  -  See page 201
Logging Off  -  See page 200
 TC "Returning to the Dashboard" \l 1Returning to the Dashboard
 
 
One of he most common tasks that you will perform is returning to the Dashboard from other screens in the system. 
 
 
 XE "Dashboard: Returning to the Dashboard" To return to the Dashboard
 
1. Go to the top-left of the Header Bar.
2. Click the Map Suite GPS Tracking Server logo. 
 
 Or
 
1. On the Header Bar, go to the Quick Toolbar and click the [image: image32.png]


 icon. 
 
 
Note: If you have a dialog box open, you will need to close the dialog box before performing any of the above procedures. 
 TC "Viewing Messages" \l 1

 XE "Viewing Messages" Viewing Messages
 
This topic covers the procedure for viewing messages (including alert messages) that you have received. 
 
 
 
To view messages
 
1.  XE "Header Bar" 

 XE "Dashboard: Returning to the Dashboard" Go to the Header Bar, located at the top of any screen in the Map Suite GPS Tracking Server system. 
2.  XE "Messages: viewing messages" Click the [image: image33.png]Messages (0)



 link. This opens the Messages screen.
3. In the Messages screen, go to the Subject column and click the message you want to open. 
 TC "Setting Up a Department" \l 1Setting Up a Department
 
 
 
 TC "Creating a Department" \l 2

 XE "Department: Setting-Up a Department" Creating a Department
 
 XE "Department: Managing a Department" 

 XE "Department: Setting-Up a Department" 

 XE "Dashboard: Returning to the Dashboard" Departments can be created in the system by using the Create Department link, located at the top of the Department section of the Dashboard.  
 
 
To create a department
 
1. Go to the Dashboard.
2. Go to the Department section.
3. Above the Department list, click the [image: image34.png]'Create Department



 link.
4. In the  XE "Department Editor" Department Editor, complete the following text boxes: 
 
· Name
· Manager (optional)
· Description (optional)
· Map Data
· Time Zone
· Unit System
·  XE "Status" Status
·  XE "External ID" External ID (optional)
 
5. Click [image: image35.png]


.
 
 
 
More:
 
Opening the Department Editor  -  See page 52
Adding a Note to a Department  -  See page 57
Adding an Attachment to a Department  -  See page 58
Adding Images to the Image List  -  See page 51
Adjusting the Time Zone for a Department  -  See page 55
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 50
Selecting an Image for a Department  -  See page 49
Setting Up Alerts for a Department  -  See page 52
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
 TC "Selecting an Image for a Department" \l 2Selecting an Image for a Department
 
From the  XE "Department Manager" Department Manager, you can select an image for the department. This is the image that will be displayed for the department in the department list on the Dashboard.
 
 
 
To select an image for a department
 
1. Go to the Dashboard.
2. Go to the Department section. 
3. In the Department list, click the [image: image36.png]


 icon next to the department that you want to select an image for.  
4. In the  XE "Department Manager" Department Manager, click the [image: image37.png]


 icon below the department image.
5. In the File List (Image) box, click the image you want to select for the department.
 
 
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 52
Adding a Note to a Department  -  See page 57
Adding an Attachment to a Department  -  See page 58
Adding Images to the Image List  -  See page 51
Adjusting the Time Zone for a Department  -  See page 55
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 50
Setting Up Alerts for a Department  -  See page 52
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
 TC "Removing an Image from a Department" \l 2Removing an Image from a Department
 
 
To remove an image from a department
 
1. Go to the Dashboard.
2. Go to the Department section. 
3. In the Department list, click the [image: image38.png]


 icon next to the department that you want to remove an image from.
4. In the  XE "Department Manager" Department Manager, click the [image: image39.png]


 icon below the department image.
5. Click Ok on the dialog box that opens.
 
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 52
Adding a Note to a Department  -  See page 57
Adding an Attachment to a Department  -  See page 58
Adding Images to the Image List  -  See page 51
Adjusting the Time Zone for a Department  -  See page 55
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 52
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
 TC "Adding Images to the Image List" \l 2Adding Images to the Image List
 
 XE "Image" 

 XE "Image List" This topic covers the procedure for uploading image files from your computer to the Image List.  
 
 
To add images to the Image List 
 
1. Go to the Dashboard.
2. Go to the Department section. 
3. In the Department list, click the [image: image40.png]


 icon next to the department that you want to add an image to.
4. In the Department Manager, click the [image: image41.png]


 icon below the department image. 
5.  XE "Image List" In the  XE "Image List" Image List, click the [image: image42.png]Browse.



 button. 
6. In the Choose file dialog box, locate the image file you want to add to the Image List.
7. Click the file. 
8. In the Choose file box, click Open. 
9. In the Image List, click the [image: image43.png]


 button. 
 
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 52
Adding a Note to a Department  -  See page 57
Adding an Attachment to a Department  -  See page 58
Adjusting the Time Zone for a Department  -  See page 55
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 52
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
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 XE "Department Editor" Opening the Department Editor
 
The Department Editor screen is commonly used when you want to edit information for a particular department.
 
 
To open the Department Editor for a particular department
 
1. Go to the Dashboard.
2. Go to the Department list.
3. In the Department list, click the [image: image44.png]


 icon next to the department you want to open the Department Editor for.
4. In the Department Manager, click the [image: image45.png]&Edit This Information



 link. 
 
 
More:
 
Creating a Department  -  See page 180
Adding a Note to a Department  -  See page 57
Adding an Attachment to a Department  -  See page 58
Adding Images to the Image List  -  See page 175
Adjusting the Time Zone for a Department  -  See page 55
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 52
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
 TC "Setting Up Alerts for a Department" \l 2Setting Up Alerts for a Department
 
This topic covers the procedure for setting alerts for a department. Alert settings govern the name, subject, message and level associated with each type of alert that can be issued by a Device in the system. These settings can be set at the account level, which will apply to all the departments, and/or they can be set at the department level, which will only apply to the individual department. Furthermore, alert settings can be customized independently for each department in your account.
 
 
 
To set up alerts at the department level
 
1.  XE "Dashboard: Returning to the Dashboard" Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image46.png]


 icon next to the department that you want to configure alerts in. 
4. In the Department Manager, click [image: image47.png]Hlert Settings



. 
5. In the  XE "Department Alert Settings Summary" Department Alert Settings Summary, select an alert to configure by clicking the [image: image48.png]


 icon next to its name.
6. Use the  XE "Department Alert Settings Editor" Department Alert Settings Editor dialog to configure the alert by using the drop-down and text boxes provided. 
7. Click [image: image49.png]


 at the bottom of the Department Alert Settings Editor dialog.
8. Click [image: image50.png]


 to close the Department Alert Settings Summary dialog.
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 184
Adding a Note to a Department  -  See page 57
Adding an Attachment to a Department  -  See page 58
Adding Images to the Image List  -  See page 175
Adjusting the Time Zone for a Department  -  See page 55
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
 TC "Setting Up Alert Notifications for a Department" \l 2Setting Up  XE "alert notifications" Alert Notifications for a Department
 
This topic covers the procedure for setting up alert notifications for a department. Alert notifications control how you are notified and what action (if any) must be taken when an alert goes off. Notification settings can be configured at the account level, which will then apply to all the departments, and/or they can be set at the department level, which will only apply to the individual department. Alert notifications can be customized independently for each department in your account.
 
 
 
To set alerts at the department level
 
1.  XE "Dashboard: Returning to the Dashboard" Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image51.png]


 icon next to the department that you want to configure alert notifications in. 
4. In the Department Manager, click [image: image52.png]


. 
5. In the  XE "Alert Notifications Editor (Department)" Alert Notifications Editor, configure the alert notifications by editing the drop-down and text boxes for each alert level. 
6. Select the [image: image53.png]T Override Account Settings.



 check box near the bottom of the Alert Settings Editor. Doing so will enable your settings here to override the settings specified at the account level.
7. Click [image: image54.png]


, located at the bottom of the dialog.
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 184
Adding a Note to a Department  -  See page 57
Adding an Attachment to a Department  -  See page 58
Adding Images to the Image List  -  See page 175
Adjusting the Time Zone for a Department  -  See page 55
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 187
Using Custom Fields for a Department  -  See page 56
 TC "Adjusting the Time Zone for a Department" \l 2Adjusting the Time Zone for a Department
 
This topic covers the procedure for adjusting the time zone for a particular department. Depending on where you are located, you might want to adjust the time zone for your department.  
 
 
To adjust the time zone for a department
 
1. Go to the Dashboard.
2. Go to the Department section. 
3. In the Department list, click the [image: image55.png]


 icon next to the department you want to adjust the time zone for.
4. In the Department Manager, click [image: image56.png]&Edit This Information



. 
5. In the  XE "Department Editor" Department Editor, go to the Time Zone box. 
6. In the Time Zone box, select a value. (The values listed are relative to UTC.)
7. Click [image: image57.png]


.
 
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 184
Adding a Note to a Department  -  See page 57
Adding an Attachment to a Department  -  See page 58
Adding Images to the Image List  -  See page 175
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 187
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
Setting Up Alerts for a Department  -  See page 187
 TC "Using Custom Fields for a Department" \l 2Using Custom Fields for a Department
 
This topic covers the procedure for using custom fields. The example used in this procedure involves using the custom fields for the Department Editor. However, this procedure applies to all screens that feature a custom fields panel. 
 
 
 XE "custom fields" To use the custom fields for the Department Editor
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image58.png]


 icon next to the department you want to edit. 
4. In the Department Manager, click [image: image59.png]&Edit This Information



. 
5. From the  XE "Department Editor" Department Editor, click [image: image60.png]



 
6. Click the drop-down arrow for one of the headings to open its custom fields.
7. Complete the custom fields for the selected heading. 
8. Click [image: image61.png]


.  
 
 
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 184
Adding a Note to a Department  -  See page 57
Adding an Attachment to a Department  -  See page 58
Adding Images to the Image List  -  See page 175
Adjusting the Time Zone for a Department  -  See page 176
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 187
Setting Up Alert Notifications for a Department  -  See page 54
 
 TC "Adding a Note to a Department" \l 2Adding a Note to a Department
 
This topic covers the procedure for adding a note to a department. From the Department Manager, you can click the Notes tab on the navigation bar to add a note to the screen. Usually, you would want the subject of the note to pertain to something about the department or an entity within the department, such as a User, Employee, Device, or Points of Interest. 
 
 
To add a note to a department
 
1. Go to the Dashboard.
2. Go to the Department section. 
3. In the Department list, click the [image: image62.png]


 icon next to the department you want to add a note to. 
4. In the Department Manager, click [image: image63.png]


. 
5.  XE "Notes" In the  XE "Note List" Note List, click [image: image64.png][t Add New



 located at the top.  
6. In the  XE "Note Editor" Note Editor, go to the Subject text box and type a subject for the note. 
7. In the edit field, located in the center of the screen, type your note.
8. Click [image: image65.png]


.
9. Click [image: image66.png]


.  
 
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 184
Adding an Attachment to a Department  -  See page 58
Adding Images to the Image List  -  See page 175
Adjusting the Time Zone for a Department  -  See page 176
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 187
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
 TC "Adding an Attachment to a Department" \l 2Adding an Attachment to a Department
 
 
 
To add an attachment to a department
 
1. Go to the Dashboard
2. Go to the Department section
3. In the Department list, click the [image: image67.png]


 icon next to the department you want to add an attachment to.
4. In the Department Manager, click [image: image68.png]Atachments



.
5. In the  XE "Attachment List" Attachment List, click the [image: image69.png]Browse.



 button at the top
6. Select a file from your computer
7. Click [image: image70.png]


.
 
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 184
Adding a Note to a Department  -  See page 173
Adding Images to the Image List  -  See page 175
Adjusting the Time Zone for a Department  -  See page 176
Deleting a Note from a Department  -  See page 59
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 187
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
 TC "Deleting a Note from a Department" \l 2Deleting a Note from a Department
 
 
 
To delete a note from a department
 
1. Go to the Dashboard.
2. Go to the Department section. 
3. In the Department list, click the [image: image71.png]


 icon next to the department you want to delete a note from. 
4. In the Department Manager, click [image: image72.png]


. 
5.  XE "Note List" In the Note List, find the note you want to delete. 
6. Click the [image: image73.png]


 icon next to the author of the note.
7. Click Ok on the dialog box that opens. 
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 184
Adding a Note to a Department  -  See page 173
Adding an Attachment to a Department  -  See page 174
Adding Images to the Image List  -  See page 175
Adjusting the Time Zone for a Department  -  See page 176
Deleting an Attachment from a Department  -  See page 60
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 187
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
 TC "Deleting an Attachment from a Department" \l 2Deleting an Attachment from a Department
 
 
 
To delete an attachment from a department 
 
1. Go to the Dashboard. 
2. Go to the Department section. 
3. In the Department list, click the [image: image74.png]


 icon next to the department you want to delete an attachment from. 
4. In the Department Manager, click [image: image75.png]Atachments



. 
5. In the  XE "Attachment List" Attachment List, click the [image: image76.png]


 icon next to the attachment you want to delete. 
 
 
More:
 
Creating a Department  -  See page 180
Opening the Department Editor  -  See page 184
Adding a Note to a Department  -  See page 173
Adding an Attachment to a Department  -  See page 174
Adding Images to the Image List  -  See page 175
Adjusting the Time Zone for a Department  -  See page 176
Deleting a Note from a Department  -  See page 181
Removing an Image from a Department  -  See page 185
Selecting an Image for a Department  -  See page 186
Setting Up Alerts for a Department  -  See page 187
Setting Up Alert Notifications for a Department  -  See page 54
Using Custom Fields for a Department  -  See page 56
 TC "Creating Users" \l 1Creating Users
 
 
 
 TC "Creating a User " \l 2Creating a User 
 
 XE "Users: Managing Users" 

 XE "Users: Creating Users" 

 XE "User" Typically Users are created under a particular department and are only associated with that particular department. However, Users can be associated with more than one department. This topic covers the procedure for how to create a User under a particular department. 
 
To create a User
 
1. Go to the Dashboard. 
2. Go to the Department section.
3. In the Department list, click the [image: image77.png]


 icon for the Department in which the new User will be created. 
4. In the Department Manager, click [image: image78.png]


.   
5. Click the [image: image79.png][t Add New



 link, located above the User grid.  
6. In the  XE "User Editor" User Editor, complete the following text boxes: 
 
· Name
· Description
· Status
· External ID
·  XE "Username" Username
· Password
· Confirm Password
· Default Entry
 
7. Click [image: image80.png]


.     
 
Or
 
1. Go to the Dashboard. 
2. Go to the Department section.
3. In the Department list, click the User link that corresponds to name of the department in which the new User will be created. This opens the Department Manager with the User tab selected. 
4. Follow steps 5 through 7 above.
 
 
More:
 
Creating an Employee  -  See page 62
 TC "Creating an Employee" \l 2Creating an Employee
 
 XE "Employees: Employee Session" 

 XE "Employee" To create an Employee for a department
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image81.png]


 icon for the Department in which you want to create the Employee. 
4. In the Department Manager, click [image: image82.png]



5. Click the link [image: image83.png][t Add New



, located above the Employee grid
6. In the Employee Editor, complete the following text boxes:
 
· Name
· Description
·  XE "Pin" Pin
· Contact Method
· Hue
· Status
· External ID
 
7. Click [image: image84.png]


. 
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Employee link that corresponds to the department in which you want to create an Employee. This opens the Department Manager with the Employee tab selected. 
4. Follow steps 5 through 7 above.
 
 
 
More:
 
Creating a User  -  See page 150
 
 TC "Setting Up Devices" \l 1Setting Up Devices
 
 TC "Adding a New Device" \l 2Adding a New Device
 
 XE "Devices: Adding a New Device" 

 XE "Devices: Setting-up Devices" 

 XE "Devices: Activating Devices" 

 XE "Device" 

 XE "Employees: Employee Session" 

 XE "Employee" This topic covers the steps that you will need to follow in order to add a new tracking device to your Map Suite GPS Tracking Server account, which you will use to track an asset -- for example, a vehicle. 
 
 XE "Devices: Adding via Wizard" To add a new device using the Add New Device Wizard (recommended)
 
1. Go to the Dashboard or the Tracking Screen.
· On the Dashboard, do one of the following:
· Click the [image: image85.png]| f Add A New Device



 link above the department list, or
· Click the [image: image86.png]+ Add A New Device



 link below the name of the department you want to add the device to.
· On the Tracking Screen, do the following:
· Click the [image: image87.png]| f Add A New Device



 link below the Sessions grid on the left side panel.
2. The Add New Device Wizard will open to Step 1. This step provides a brief overview of the wizard and displays how many new devices you can add to your account. (Depending on your account or system setup, you may have a limited number of devices that can be added. If you have reached the maximum number of devices available to you, you can purchase more right from this wizard.)
3. Assuming you have at least one available device license, click the Next button to proceed to Step 2 of the wizard.
4. On Step 2, choose which department you want to assign your new device to. You can also click the [image: image88.png]T Add a New Department for this Device



 link to add a new department for your device. When you're finished, click the Next button to proceed to Step 3.
5. On Step 3, enter the details for your tracking device, including the following:
· Device Name: A name for your tracking device. This is how your Map Suite GPS Tracking Server system will refer to it on the map and on other screens and dialogs.
· Device ID (IMEI): This information is crucial to the operation of your tracking device! This is a special ID that uniquely identifies your particular tracking device itself. Because the format of this ID varies from manufacturer to manufacturer, please check your tracking device documentation to learn what value you should enter for your Device ID. Sometimes this ID is printed on the actual device itself -- for example, inside the battery compartment. 
· Supports Two-Way Messaging: (Optional.) If your device is capable not only of sending position data to Map Suite GPS Tracking Server but also receiving commands -- for instance, instructions to unlock a vehicle's doors -- then check this box.
· Category: (Optional.) Select a category for your device. If you don't see the category you want, click the [image: image89.png]'Add Category



 link to add a new one.
· Device Address: (Optional.) You can enter some information here (such as an email address) that can help you identify the device.
· Description: (Optional.) A description of the device.
· Maximum Speed: (Optional.) If you have set up speed alerts for your department and would like this device to trigger an alert once a certain maximum speed has been exceeded, enter that speed here.
When you're finished entering the above information, click the Next button to proceed to step 4.
6. On Step 4, you can assign the device to an employee. For example, if the device is a portable tracking unit, you would assign it to the person who will be carrying it. Or if the device is a vehicle, you would assign it to the vehicle's driver. If the employee you want to assign to doesn't already exist in your account, click the [image: image90.png]T Add a New Employee for this Device



 link to add them now. If you don't know who will be in possession of the device, or if you simply don't want to assign it to anybody at the moment, simply ignore this step. When you're finished, click the Next button to proceed.
7. Step 5, the final step, gives you an opportunity to review the details you have entered so far. If you need to make any changes, click the Previous button to step back through the wizard. If everything looks good, click Finish to add the device.
 
 XE "Devices: Adding Manually" To manually add a new device
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image91.png]


 icon next to the department in which you want to create a Device. 
4. In the Department Manager, click the [image: image92.png]


 tab. 
5. Click the [image: image93.png][t Add New



 link, located above the Device grid .
6. In the Device Editor, complete the following text boxes:
 
· Device Name
· Description
·  XE "Top Speed" Top Speed
·  XE "Status: Inactive" 

 XE "Status: Active" Status
·  XE "IMEI" IMEI
· Listener
· Category
· Hue
· Status 
 
7. Click [image: image94.png]


.
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Device link that corresponds to the department that you want to create a Device in. This opens the Department Manager with the Device tab selected.
4. Follow steps 5 through 7 above.
 
 XE "IMEI" 

 XE "Device" 

 XE "Device Editor" Note: In the IMEI text box of the Device Editor, you will enter the IMEI number for your Device. IMEI stands for “International Mobile Equipment Identity” and is typically a 15-digit number that is assigned to mobile devices, such as cell phones and GPS tracking units. It is important that you contact your hardware supplier or the manufacturer of your Device to verify that you are using the correct IMEI number.
 
 
More:
 
Activating a Device  -  See page 66
Assigning a Device to an Employee  -  See page 68
 TC "Activating a Device" \l 2

 XE "Dashboard" Activating a Device
 
 
 
 XE "Device" In the system, a Device can exist in more than one department. However, if a Device exists in more than one department, it can only be active in one of the departments. For example, you might have two departments that share a tracking Device, but the Device can only be physically used by one of these departments at a time. Therefore, you will need to deactivate the Device for one of the departments and activate the Device for the other. The department in which the Device is activated will be able to see the Device’s active sessions, but the department in which the Device is deactivated will not be able to view these active sessions. 
 
 
To activate a Device for a department
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image95.png]


 icon next to the department that you want to activate the Device in.
4. In the Department Manager, click [image: image96.png]


. 
5. Under the Device column of the Device grid, find the Device you want to activate.  
6. Under the Activate column, select the check box that corresponds with the Device you want to activate. 
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Device link that corresponds to the department that you want to activate a Device in. This opens the Department Manager with the Device tab selected. 
4. Follow steps 5 through 6 above. 
 
Note: When you no longer want to use a Device in a department, instead of deactivating the Device, you can delete it. However, once the Device is deleted, its past sessions can no longer be retrieved because they will also be deleted. If you no longer want to use a Device in a particular department, but you still want to be able to retrieve its past sessions for the department, it is recommended that you deactivate the Device. To deactivate a Device, click the [image: image97.png]


 icon next to the Device to edit it, then change its Status to "INACTIVE." Finally, click the Save button to implement your changes.
 
 
More:
 
Adding a New Device  -  See page 142
Assigning a Device to an Employee  -  See page 68
 TC "Assigning a Device to an Employee" \l 2Assigning a Device to an Employee
 
 
 XE "Employees: Employee Session" 

 XE "Employee" 

 XE "Employees: Managing Employees" 

 XE "Employees: Creating Employees" 

 XE "Devices: Creating Devices" 

 XE "Devices: Setting-up Devices" 

 XE "Devices: Activating Devices" 

 XE "Device" In the system, Employees have Devices assigned to them. This topic covers the procedure of assigning a tracking Device to an Employee.
 
 
 XE "Device" 

 XE "Employees: Employee Session" 

 XE "Employee" To assign a Device to an Employee
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image98.png]


 icon next to the department in which you want to assign a Device to an Employee.
4. In the Department Manager, click [image: image99.png]


.
5. In the Employee grid, next to the Employee column, click the [image: image100.png]


 icon next the Employee you want to assign a Device to.
6. On the Employee Editor, click [image: image101.png]


 .
7. Click [image: image102.png]+ &ssign Devices



 link, located above the Device grid.
8. In the Device Selection List, under the Device Name column, click the name of the Device you want to assign to the Employee. 
9. Click OK if a dialog box opens. This means that the Device is currently assigned to another Employee.
10. Click [image: image103.png]


. 
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Employee link that corresponds to the department in which you want to assign a Device to an Employee. This opens the Department Manager with the Employee tab selected. 
4. Follow steps 5 through 10 above.
 
 
Note: Under the Device tab of the Department Manager, you will see that the Device is now assigned to the Employee you selected. 
 
 
More:
 
Adding a New Device  -  See page 142
Activating a Device  -  See page 145
 TC "Setting Up Points of Interest" \l 1Setting Up Points of Interest
 
 TC "Creating a Point of Interest" \l 2Creating a Point of Interest
 
 
 XE "Points of Interest" To create a Point of Interest
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image104.png]


 icon for the Department that you want to create a Point of Interest in . 
4. In the Department Manager, click [image: image105.png]WV ronts ofnerest
-~



.
5. Click the [image: image106.png][t Add New



 link, located above Points of Interest grid. 
6.  XE "Points of Interest" 

 XE "Points of Interest Editor" In the Points of Interest Editor, complete the following text boxes and options:
 
· Points of Interest Name
· Points of Interest Code (optional)
· Category
· Description (optional)
·  XE "Y Point" Y Point
·  XE "X Point" X Point
· Support Alert checkbox and Alert Radius
· Status
· External ID
 
7.  Click [image: image107.png]


.
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Points of Interest link that corresponds to the department that you want to create a Point of Interest in. This opens the Department Manager with the Points of Interest tab selected. 
4. Follow steps 5 through 7 above.
 
 
More:
 
Creating Points of Interest Categories  -  See page 71
 Creating a Status for a Point of Interest Category  -  See page 72
 Creating a Symbology for a Point of Interest Category  -  See page 73
 TC "Creating Points of Interest Categories" \l 2Creating Points of Interest Categories
 
 
 XE "Points of Interest" To create new Points of Interest categories
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image108.png]


.
3. In Tools And Settings, under the Points of Interest heading, click the List Points of Interest Categories link.
4.  XE "Points of Interest" 

 XE "Points of Interest Category List" In the Points of Interest Category List, click [image: image109.png]


. 
5. In the Category Editor, complete the following text boxes:
 
· Category Name
· Description
·  XE "Status: Inactive" 

 XE "Status: Active" Status
·  XE "External ID" 

 XE "ID" External ID
 
6. Click [image: image110.png]


 , located below the External ID box.
 
 
Note: In the Points of Interest Category List, you will see that the new Points of Interest category has been added under the Category Name column. 
 
 
More:
 
Creating a Point of Interest  -  See page 152
 Creating a Status for a Point of Interest Category  -  See page 72
 Creating a Symbology for a Point of Interest Category  -  See page 73
 TC " Creating a Status for a Point of Interest Category" \l 2 Creating a Status for a Point of Interest Category
 
 XE "Points of Interest" This procedure allows you to create a status for a Point of Interest category that already exists. Please note that a category must exist before you can create a status for it. Once the category exists, you can create several statuses for the Points of Interest category. 
 
 
To create a status for a Point of Interest category
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image111.png]


.
3. In Tools And Settings, under the Points of Interest heading, click the List Points of Interest Categories link .
4. In the Points of Interest Category List, click the [image: image112.png]


 icon next to the category you want to create a status for.
5. In the Category Editor, click [image: image113.png]StatusList



.
6. Click [image: image114.png]f Create New Status



 link, located above the Status grid. 
7. In the Category Status Editor, complete the following text boxes:
 
· Status Name
· Description
· Icon Image and Color
·  XE "Status: Inactive" 

 XE "Status: Active" Status
·  XE "External ID" 

 XE "ID" External ID
 
8.  Click [image: image115.png]


.
 
 
Note: In the Category Editor, you will see the new status displayed under the Status Name column. 
 
 
More:
 
Creating a Point of Interest  -  See page 152
Creating Points of Interest Categories  -  See page 156 Creating a Symbology for a Point of Interest Category  -  See page 73
 Creating a Symbology for a Point of Interest Category  -  See page 73
 
 TC " Creating a Symbology for a Point of Interest Category" \l 2 Creating a Symbology for a Point of Interest Category
 
This topic covers the procedure for creating a symbology for a Point of Interest Category. Points of Interest categories can be things like docks, stores, hotels, gas stations, offices, etc. When you want to create a symbology for a Point of Interest Category, you can select an Image and, optionally, a color for the symbology.
 
 
To create a symbol image for a Point of Interest category
 
1. Go to the Header Bar .
2. On the Quick Toolbar, click [image: image116.png]


.
3. In Tools And Settings, under Points of Interest heading, click the List Points of Interest Categories link .
4. In the Points of Interest Category List, under to the Category Name column, find the Points of Interest category that you want to change symbology for. 
5. Click the [image: image117.png]


 icon next to the Points of Interest category.
6. In the Category Editor, you will find the image and color controls beneath the "Description" text box.
[image: image118.png]& leick coor

Random




 
At the far left, a scaled-down preview of the selected icon image will be displayed. Click the [image: image119.png]


 button to open an Image Chooser dialog, from which you can pick the new icon you want to use for the Points of Interest category.
 
The Pick Color checkbox, when checked, allows you to select a specific color in which to display the icon. You can easily colorize any icon automatically by selecting a color from the drop-down menu below this checkbox. When you select a color, a preview of the color will be displayed in the swatch to the right of the drop-down.
 
If you uncheck the Pick Color checkbox, the icon will be displayed using its original colors.
7. Click [image: image120.png]


.  
 
 
More:
 
Creating a Point of Interest  -  See page 152
Creating Points of Interest Categories  -  See page 156
 Creating a Status for a Point of Interest Category  -  See page 157
 
 TC "Using the Tracking Screen" \l 1Using the Tracking Screen
 
 TC "Opening the Map for a Department" \l 2

 XE "Opening the Map for a Department" Opening the Map for a Department
 
 
To open the map for a department  
 
Method 1
 
1. Go to the Dashboard.
2. Go to the Department section. 
3.  XE "department" In the Department list, click the name, picture or  XE "Track: Track icon" [image: image121.png]


 icon that corresponds to the department that you want to open the map for. 
 
Method 2
 
1. Go to the Dashboard. 
2. Go to the Department section.
3. In the Department list, click the [image: image122.png]


 icon next to the department you want to track Employees in. This opens the Department Manager. 
4. In the Department Manager, click the [image: image123.png]


 icon located in the bottom-right corner of the screen.
 
Method 3  
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image124.png]


 icon next to the department you want to track Employees in.
4. In the Department Manager, click [image: image125.png]&P Track This Department



. 
 
More:
 
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 79
Locating a Set of Coordinates on the Map  -  See page 82
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
 
 
 TC "Zooming In on the Map" \l 2

 XE "Zooming In on a Map" Zooming In on the Map
 
This topic covers all of the different methods for zooming in on a map area. 
 
Method 1 
 
To zoom in an area on the map by using the mouse scroll wheel
 
1. Open the map for the department. 
2. In the Tracking screen, move your mouse cursor over the area of the map that you want to zoom into.
3. Scroll the mouse wheel upward to zoom in.
 
Method 2  
 
To zoom in an area on the map while remaining in Pan Mode
Note: Pan Mode is the default mode of the map. With the map in Pan Mode, you can click and drag the map to pan it. By using a modifier key, you can temporarily override this behavior and execute a Track Zoom instead.
 
1. Open the map for the department. 
2. In the Tracking screen, move your mouse cursor over the map.  
3. On the map, move the mouse pointer to the area on the map that you want to zoom in.
4. Hold down the Shift key on your keyboard.
5. Click and hold the left mouse button and drag the mouse from left to right over the area you want to zoom in.
6. Release the left mouse button.
 
Method 3
 
To zoom in an area on the map by switching the map into Track Zoom Mode
 
1. Open the map for the department.     
2. In the Tracking screen, go to the Map Tools section. 
3. In the  XE "Map Tools" Map Tools section, click the  XE "Track Zoom" Track Zoom button [image: image126.png]


.
4. On the map, move the mouse pointer to the area on the map that you want to zoom in. 
5. Click and hold the left mouse button and drag the mouse from left to right over the area you want to zoom in. 
6. Release the left mouse button. 
 
Method 4
 
To zoom in an area on the map by using the zoom bar
 
1. Open the map for the department. 
2. In the Tracking screen, go to the  XE "Navigation" Zoom and Pan Controls at the top left corner of the map. 
3. On the  XE "Zoom Bar" zoom bar section of the Zoom and Pan Controls, do one of the following:
1. Click on the [image: image127.png]


 button at the top of the zoom bar.
2. Drag the [image: image128.png]


 slider upward.
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 79
Locating a Set of Coordinates on the Map  -  See page 82
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
 
 
 
 
 TC "Zooming Out on the Map" \l 2

 XE "Zooming Out on a Map" Zooming Out on the Map
 
This topic covers all of the different methods for zooming out from a map area. 
 
Method 1 
 
To zoom out the map by using the mouse scroll wheel
 
1. Open the map for the department. 
2. In the Tracking screen, move your mouse cursor over the area of the map that you want to zoom into.
3. Scroll the mouse wheel downward to zoom out.
 
Method 2
 
To zoom out the map by using the zoom bar
 
1. Open the map for the department. 
2. In the Tracking screen, go to the  XE "Navigation" Zoom and Pan Controls at the top left corner of the map. 
3. On the  XE "Zoom Bar" zoom bar section of the Zoom and Pan Controls, do one of the following:
1. Click on the [image: image129.png]


 button at the bottom of the zoom bar.
2. Drag the [image: image130.png]


 slider downward.
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Panning within a Map  -  See page 79
Locating a Set of Coordinates on the Map  -  See page 82
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Viewing Reports  -  See page 93
 
 
 TC "Panning within a Map" \l 2

 XE "Panning within a Map" Panning within a Map
 
This topic covers the methods for panning within a map, which will allow you to center an area on the map.
 
 
To pan within a map
 
Method 1
 
1. Open the map for the department.
2. In the Tracking screen, go to the  XE "Tool Panels" Tool Panels [image: image131.png]Tool Pans: g4 (@) | ||| O[]



 at the top left of the screen.
3. In the Tool Panels section, click the Pan Mode button [image: image132.png]


 .
4. In the map, click and hold down the left mouse button, then drag the map to pan it. 
 
Method 2 
 
1. Open the map for the department. 
2. In the Tracking screen, find the Navigation controls  [image: image133.png]


 at the top left corner of the map. 
3.  XE "Navigation" On the Navigation controls, click the arrow toward the direction you want the map to pan.  
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Locating a Set of Coordinates on the Map  -  See page 82
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
 
 
 TC "Changing the Map Extent for a Department" \l 2Changing the  XE "Map Extent" Map Extent for a Department
 
This topic covers the procedure for changing the map extent at the department level.
 
 
To change the map extent for a department
 
1. Open the map for the department. 
2. Zoom in or zoom out until you get to the extent that you want. 
3. In the Tracking screen, go to the [image: image134.png]Tool Pans: g4 (@) | ||| O[]



 located at the top-left of the screen.
4. On the Tool Panels, click the [image: image135.png]


 button.
5. In the  XE "Extent" Extent box, under Department, click the  XE "Set Full Extent" Set Full Extent link.
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Locating a Set of Coordinates on the Map  -  See page 82
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
 
 
 
 
 
 
 TC "Clearing the Map Extent Setting for a Department" \l 2Clearing the  XE "Map Extent" Map Extent Setting for a Department
 
This topic covers the procedure for clearing the map extent for a department.
 
 
To clear the map extent setting for a department
 
1. Open the map for the department. 
2. In the Tracking screen, go to the [image: image136.png]Tool Pans: g4 (@) | ||| O[]



 located at the top-left of the screen.
3. On the Tool Panels, click the [image: image137.png]


 button.
4. In the  XE "Extent" Extent box, under Department, click the  XE "Clear Full Extent" Clear Full Extent link.  
 
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Locating a Set of Coordinates on the Map  -  See page 82
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85 
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
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 XE "Locating a Set of Coordinates on the Map" Locating a Set of Coordinates on the Map
 
 
To locate a set of coordinates on the map
 
1. Open the map screen for the department. 
2. In the Tracking screen, go to the  XE "Tool Panels" Tool Panels [image: image138.png]Tool Pans: g4 (@) | ||| O[]



 and click the button [image: image139.png]


.
3.  XE "Locate" In the  XE "Locate box" Locate box, complete the following text boxes:
· X Coord
· Y Coord
4.  Click [image: image140.png]


. 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
 
 
 TC "Viewing the Active Employees in a Department" \l 2Viewing the Active Employees in a Department
 
 XE "Employees: Managing Employees" 

 XE "Employees: Creating Employees" This topic covers the procedure for viewing all the Employees in a department who are currently, or have recently been, active. A Employee Session is a particular Employee and Device combination, and a session will begin at midnight and end the following midnight.  
 
 
 XE "Employees: Managing Employees" 

 XE "Employees: Creating Employees" To see all of the recently active Employees in a department 
 
1. Open the map for the department.
2.  XE "Active Session: Active Sessions" 

 XE "Employees: Managing Employees" 

 XE "Employees: Creating Employees"  On the Tracking screen, in the Entity tabs area [image: image141.png]Points of Interest




, click the Sessions tab. 
 
Note: This will load the Sessions grid. All of the Employees who have previously been tracked will be listed in the Sessions grid along with the date of their most recent session. The Sessions grid lists Employee Sessions in order of recency, with the most recently active Employees listed first.
 
3.  Refer to the [image: image142.png]


 Minutes Since Last Valid Location column to see how much time has elapsed since each Employee was last observed in the field. Employees with very small values in this column may be considered "active." Clicking the [image: image143.png]


 icon at the top of the column will refresh the values listed below. If an Employee's "Minutes Since Last Valid Location" value goes down, that Employee is likely active in the field.
4. In the Sessions grid, click the [image: image144.png]


 icon next to an Employee to view their most recent session, which may be still in progress.
 
Note: By default, the Sessions tab is selected when you open the map for a department.  
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Locating a Set of Coordinates on the Map  -  See page 219
Viewing all the Employees in a Department  -  See page 84
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
 
 
 TC "Viewing all the Employees in a Department" \l 2Viewing all the Employees in a Department
 
 
 
 XE "Employees: Managing Employees" 

 XE "Employees: Creating Employees" To view all the Employees in a department 
 
1. On the Quick Toolbar, click [image: image145.png]


 to go to the Dashboard.
2. From the department list, click the [image: image146.png]


 icon next to the department whose Employees you want to view.
3. Select the [image: image147.png]


 Employee tab from the tab bar on the left.
 
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Locating a Set of Coordinates on the Map  -  See page 219
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
 
 
 
 
 TC "Viewing the Latest Activity for an Employee" \l 2Viewing the Latest Activity for an Employee
 
 XE "Employees: Employee Session" 

 XE "Employee" This topic covers the procedure for viewing an Employee’s latest activity on the map. 
 
 
To view the latest activity for an Employee 
 
1. Open the map for the department. 
2. In the Tracking screen, in the Entity tabs area [image: image148.png]Points of Interest




, click the Sessions  tab. 
3. In the Sessions grid, under the Employee column, find the Employee you want to view the latest activity for and click the [image: image149.png]


 icon next to it.    
 
Note: This loads the Employee’s latest session and displays it on the map.
Tip: If the Employee you are looking for is not listed in the Sessions grid, you can search for that Employee by using the History  -  See page 586 tab.
 
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Locating a Set of Coordinates on the Map  -  See page 219
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
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 XE "Sending a Device Command" Sending a Device Command
 
Device commands are special instructions that can be sent from Map Suite GPS Tracking Server to a GPS tracking device in the field. If a GPS tracking device supports a command, it can carry out a specified action when it receives one, such as unlocking a vehicle's doors, taking a photo or video, or simply sending updated location coordinates back to Map Suite GPS Tracking Server. Device commands are a great way for users to "remote control" devices in the field, beyond mere geolocation.
 
Prerequisites
 
Before you can send commands to a particular tracking device, the following must be true:
 
· The device hardware itself must support the receipt of commands.
· The Device Listener  -  See page 32 for this hardware type must be programmed to handle the appropriate commands and transmit them in a manner that the device can understand.
· At least one command must be defined in the Device Command Summary  -  See page 862 area of the Administration Portal.
· The device must be configured in Map Suite GPS Tracking Server with the "Supports Two Way Messaging" box checked. This can be done either:
· When the new device is initially set up - see topic Adding a New Device  -  See page 142
· When the existing device's configuration is edited - see topic Device Editor: Name and Profile  -  See page 456
 
To begin sending a command to a device
 
1. Open the map for the department that contains the device you want to send a command to.
2. On the Tracking screen, from the Entity tabs area [image: image150.png]Points of Interest




, click the Sessions  tab.
3. In the Sessions grid, locate the device you want to send a command to and click on the [image: image151.png]


 icon next to it.
Tip: If the Device you want to send a command to does not have the [image: image152.png]


 icon next to it, it means the device does not support two-way communication. You will not be able to send commands to this device.
 
If the device you are looking for is not displayed in the Sessions grid
1. Go to the Device Summary List  -  See page 449.
2. Click the [image: image153.png]


 icon next to the device you want to send a command to.
3. Click the Messages  -  See page 463 tab on the left side of the Device Editor dialog.
 
At this point, you will be presented with the Send Device Command dialog.
 
Sending the Device Command 
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Send Device Command dialog
 
 
From the Send Device Command dialog, you can send a command directly to the tracking device. Here's how:
 
1. Select the command you want to send from the Commands drop-down box.
2. Depending upon the command you selected, one or more optional parameters may appear beneath the Commands drop-down box. Fill out these parameters to provide further information about the command you are sending.  For example, if you are issuing a command to change the IP and port that the device is using to communicate with Map Suite GPS Tracking Server, you will need to enter the new IP address and new port number that you want the device to use.
3. Click the Send button to submit the command to the device.
 
At any time, the [image: image155.png]


 button can be clicked to close the Send Device Command dialog.
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Locating a Set of Coordinates on the Map  -  See page 219
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Finding Points of Interest in the System  -  See page 89
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
 
 
 TC "Finding Points of Interest in the System" \l 2Finding Points of Interest in the System
 
 
 XE "Points of Interest: Setting-up Points of Interest" 

 XE "Points of Interest: Managing Points of Interest" 

 XE "Points of Interest: Creating Points of Interest" To search for Points of Interest in the system
 
1. Open the map for the department that you want to find points of interest in.
2. In the Tracking screen, in the Entity tabs area [image: image156.png]Points of Interest




, click the Points of Interest tab.
3. Click the [image: image157.png]-4 Add Existing



 link. The Points of Interest List dialog will appear.
4. On the Points of Interest List dialog, you can optionally use the Filter drop-down menu to narrow the list of Points of Interest by department.
5. To add a Point of Interest to the Points of Interest grid, from which it can be displayed on the map, click the check box next to the Points of Interest's name in the list.
6. Click the Select button at the bottom of the dialog.
 
All of the Points of Interest that you checked on the Points of Interest List dialog will now be displayed in the Points of Interest grid. 
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Locating a Set of Coordinates on the Map  -  See page 219
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Viewing Points of Interest on the Map  -  See page 90
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
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 XE "Points of Interest:Setting-up Points of Interest" 

 XE "Points of Interest:Creating Points of Interest" 

 XE "Points of Interest:Managing Points of Interest" Viewing Points of Interest on the Map
 
This topic covers the procedure for viewing selected Points of Interest on the map. 
 
 
To view selected Points of Interest on the map
 
1. Open the map for the department that you want to view Points of Interest from.
2. On the Tracking screen, from the Entity tabs area [image: image158.png]Points of Interest




, click the Points of Interest tab.
3. If the Point of Interest that you wish to view is not listed in the Points of Interest grid, first follow the steps for Finding Points of Interest in the System  -  See page 253.
4. In the Points of Interest grid, click the [image: image159.png]


 icon next to the Point of Interest that you want to view on the map.
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Locating a Set of Coordinates on the Map  -  See page 219
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 253
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
Viewing Reports  -  See page 93
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 XE "Switching to a Different Background Map" Switching to a Different Background Map
 
 
On the Tracking Screen, you can choose from a variety of different background map data sets. Depending upon the data sets that your administrator has configured, you may have access to a variety of different background maps from Google, Microsoft and OpenStreetMap.
 
To switch to a different background map
 
1. Go to the Tracking Screen.
2. In the upper right corner of the map, find the  XE "Tracking screen:Overlay switcher" Overlay Switcher, which is a small semitransparent control panel with the title "Maps". It looks like this:
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The Overlay Switcher.

3. Tip: If the Overlay Switcher is not visible, you may need to expand it by clicking on the [image: image161.png]


 icon in the upper right corner of your map.
4. Click the radio button next to the map dataset you want to switch to. The map itself will refresh and begin displaying the new background data that you have chosen.
 
To hide the Overlay Switcher
 
1. Go to the Tracking Screen.
2. In the upper right corner of the map, find the Overlay Switcher.
3. Click on the [image: image162.png]


 icon in its upper right corner.
 
To show the Overlay Switcher
 
1. Go to the Tracking Screen.
2. In the upper right corner of the map, click on the [image: image163.png]


 icon. The Overlay Switcher will appear.
  
To configure which map datasets are listed on the Overlay Switcher
 
You can configure the map datasets that are available by using the View Global Maps  -  See page 787 tab of the Map Data Summary tool. This tool is located in the Map Suite GPS Tracking Server Administration Portal  -  See page 748.
 
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Locating a Set of Coordinates on the Map  -  See page 219
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 253
Viewing Points of Interest on the Map  -  See page 253
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Viewing Reports  -  See page 93
 
 
 TC "Viewing Reports" \l 2Viewing  XE "Reports" Reports
 
 
To view reports for a recently tracked employee or device
 
1. In the Tracking screen, in the Entity tabs area [image: image164.png]Points of Interest




, click the Sessions  tab.
2. In the Sessions grid, find the Employee or Device that you want to view a report for and click the [image: image165.png]


 icon next to it.
3. In the Detail tabs area [image: image166.png]‘Session Details

Locations



at the bottom of the left side panel, click the Reports tab.
4. Choose a report to run from the list of available reports. The report will open in a new browser window.
 
To view reports for an employee or device session that doesn't appear on the Sessions grid
 
1. In the Tracking screen, in the Entity tabs area [image: image167.png]Points of Interest




, click the History  tab.
2. In the Find Historical Sessions box, configure the From and To dates for your search. Optionally, click the [image: image168.png]


 link to narrow your search to a specific employee.
3. Click the [image: image169.png]


 button to perform the search.
4. In the results grid, find the Employee or Device that you want to view a report for and click the [image: image170.png]


 icon next to it
5. In the Detail tabs area [image: image171.png]‘Session Details

Locations



at the bottom of the left side panel, click the Reports tab.
6. Choose a report to run from the list of available reports. The report will open in a new browser window.
 
Configuring your report 
 
1. At the top of the screen, make sure to set the StartDate and EndDate appropriately.
2. Click the View Report button to generate the report.
 
More:
 
Opening the Map for a Department  -  See page 272
Zooming In on the Map  -  See page 76
Zooming Out on the Map  -  See page 78
Panning within a Map  -  See page 220
Locating a Set of Coordinates on the Map  -  See page 219
Viewing all the Employees in a Department  -  See page 84
Viewing the Active Employees in a Department  -  See page 83
Viewing the Latest Activity for an Employee  -  See page 85
Sending a Device Command  -  See page 86
Finding Points of Interest in the System  -  See page 253
Viewing Points of Interest on the Map  -  See page 253
Changing the Map Extent for a Department  -  See page 80
Clearing the Map Extent Setting for a Department  -  See page 81
Switching to a Different Background Map  -  See page 91
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 XE "Tracking Employees" Tracking Employees/Vehicles
 
 XE "Track: Track icon" 

 XE "Track" 

 XE "Track All" 

 XE "Employees: Managing Employees" 

 XE "Employees: Creating Employees" 

 XE "Active Session: Active Sessions" 

 XE "Employees: Employee Session" 

 XE "Employee"  When you want to track your Employees or vehicles across all departments, click the [image: image172.png]& Track Al



 link on the Dashboard screen. When Track All is clicked, you will go to the Tracking screen. On the Tracking screen, all of the Employees that have previously been tracked will be listed in the Sessions grid on the left side panel. From the Sessions grid, you can select an Employee to view his or her most recent session on the map. 
 
 
To track Employees/vehicles across all departments
 
1. Go to the Dashboard. 
2. Go to the Department section.
3. At the top of the Department list, click the [image: image173.png]& Track Al



 link. 
 
Or
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image174.png]


 . 
 
 
To track Employees within a single department
 
Method 1
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click either the name of, or the [image: image175.png]


 icon for, the department you want to track Employees in.
 
Method 2
 
1. Go to the Dashboard. 
2. Go to the Department section.
3. In the Department list, click the [image: image176.png]


 icon for the Department you want to track Employees in. This opens the Department Manager.  
4. In the Department Manager, click the [image: image177.png]


 icon located in the bottom-right corner of the screen.
 
Method 3  
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image178.png]


 icon for the Department you want to track Employees in. This opens the Department Manager.
4. In the Department Manager, click [image: image179.png]&P Track This Department



. 
 
 
More:
 
Finding Employees, Devices or Addresses  -  See page 97
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 XE "Tracking Employees" Finding Employees, Devices or Addresses
 
Map Suite GPS Tracking Server makes it easy to find certain employees, devices or even addresses and display them on the map. Any time you want to locate the last known whereabouts of a particular employee, pinpoint an address, or even see which tracking devices are operating within a certain proximity of a location, you can use the  XE "Universal Search" Universal Search Field. The Universal Search Field is located on the Header Bar  -  See page 285 of every page in the Map Suite GPS Tracking Server system.
 
 TC "Using Universal Search" \l 4Using Universal Search
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The Header Bar with Universal Search Field highlighted
 
To search for a device, an employee, or an address, enter your query in the "Search for..." box and then click the [image: image181.png]


 button (or simply press Enter). It doesn't matter where you are in Map Suite GPS Tracking Server; this field will always be available to you.
 
When you perform a search, your results will appear in a popup Search Results dialog.
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Search Results dialog
 
 
The  XE "Header Bar: Search Results" Search Results dialog is displayed whenever you perform a search using the  XE "Universal Search" Universal Search Field on the Header Bar  -  See page 285. The dialog contains the following items:
 
· Search controls
· Display Employees Near Address controls
· Search Results list
 
 TC "Search controls" \l 5Search controls
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The Search controls allow you see the criteria that you have searched for. If the search results were not what you expected, you can easily make changes to your query and click the Search button to search again.
 
 TC "Display Employees Near Address controls" \l 5Display Employees Near Address controls
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When you search for an address, Map Suite GPS Tracking Server geocodes your query in order to provide you with a set of map coordinates. By checking the "Display Employee within a [10 Mile] radius of address results on map" box, you can enhance your address search with the location of nearby employees.
 
To use this feature, simply check the box and then choose a radius (in either Miles or Kilometers). When you then click on an address search result, you will see a popup balloon that will let you quickly jump to any employee session recorded within the specified radius of that address. For instance, if you click on a search result that takes you to the map of Warren, MI, all employee sessions recorded within a 10 mile radius of Warren, MI's center point will be displayed in a popup balloon. See the figure below for an example of how this would look.
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Search Results on map - nearby employee sessions indicated
 
Clicking on one of the employees listed in the popup balloon shown above would re-center the map and zoom in on that employee's last recorded location point.
 
 TC "Search Results list" \l 5Search Results list
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The Search Results list displays a list of possible matches for your search criteria, which can be employees, devices or addresses. If you have typed a partial address, or only the name of a city or town, the address geocoder will return a list of fuzzy matches that may include street addresses, cities, states or zip codes.
 
The Search Results list is divided into the following columns:
 
· Type
· Department
· Result
 
Type column indicates the type for each result. It may be Employee, Device, Street, Zip, City or State.
 
Department column, applicable only to Employee or Device results, indicates the department that the Employee or Device belongs to.
 
Result column contains the suggested result in a hyperlinked format. Clicking this link will close the Search Results dialog and redirect you to the Tracking screen, where the result you clicked on will be displayed. Depending on what type of result you clicked, this may differ in certain ways.
 
 TC "Displaying Results on the Map" \l 4Displaying Results on the Map
You can easily display any Universal Search result on the map by clicking on its link in the Search Results dialog, as described above. Depending on the type of result you have clicked, one of the following will occur.
 
· Clicking an Employee or Device result type will cause the map to zoom to the last recorded session for that employee or device. A popup balloon will be displayed containing details about the last recorded location point in that session.
· Clicking an address result type (Street, Zip, City or State) will place a [image: image187.png]


 marker on the map at the address location. A popup balloon will be displayed containing the full address. If you checked the "Display Employee within a [10 Mile] radius of address results on map" box on the Search Results dialog, the balloon will also contain links to any employee sessions detected within the specified radius of the address marker.
 
[image: image188.png]



The effect of clicking a city search result
 
 
More:
 
Tracking Employees/Vehicles  -  See page 95
 
 
 TC "Working with Alerts" \l 1Working with Alerts
 
 TC "Configuring the System Alerts at the Account Level" \l 2Configuring the System Alerts at the Account Level
 
This procedure shows you how to set up alerts at the account level, which will affect all of the departments and act as the default alert settings in your account. Alert settings govern the name, subject, message and level associated with each type of alert that can be issued by a Device in the system. You can override these settings for any individual department by using the Department Manager's Alert Settings screen. For more details on setting up department-specific alerts, please see the Setting Up Alerts for a Department  -  See page 52 topic.
 
 
To configure the system alerts at the account level 
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image189.png]


.
3. In Tools And Settings, under the  XE "alert settings" Alerts heading, click the Configure Alerts link. 
4. In the  XE "Account Alert Settings Summary" Account Alert Settings Summary, select an alert to configure by clicking the [image: image190.png]


 icon next to its name.
5. Use the  XE "Account Alert Settings Editor" Department Alert Settings Editor dialog to configure the alert by using the drop-down and text boxes provided.
6. Click [image: image191.png]


 at the bottom of the Account Alert Settings Editor dialog.
7. Click [image: image192.png]


 to close the Account Alert Settings Summary dialog.
 
 
 
More:
 
Configuring Alert Notifications at the Account Level  -  See page 104
 TC "Configuring Alert Notifications at the Account Level" \l 2Configuring Alert Notifications at the Account Level
 
This procedure shows you how to set up alert notifications at the account level, which will affect all of the departments and act as the default alert notification settings in your account. Alert notifications control how you are notified and what action (if any) must be taken when an alert goes off. You can override these settings for any individual department by using the Department Manager's Alert Notifications screen. For more details on setting up department-specific alert notifications, please see the Setting Up Alert Notifications for a Department  -  See page 54 topic.
 
 
To configure the system alerts at the account level 
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image193.png]


.
3. In Tools And Settings, under the  XE "alert notifications" Alerts heading, click the Configure Notifications link. 
4. In the  XE "Alert Notifications Editor (Account)" Alert Notifications Editor, configure the alert notifications by editing the drop-down and text boxes for each alert level.
5. Click [image: image194.png]


.
 
 
 
More:
 
Making an Alert Email People  -  See page 104
Making an Alert Play a Sound  -  See page 105
Making an Alert Require a User Response  -  See page 106
Configuring the System Alerts at the Account Level  -  See page 128
 TC "Making an Alert Email People" \l 2Making an Alert Email People
 
This topic covers the procedure for setting an email address in the Alert Settings Editor. This email address will be the address that a message goes to in the event that an alert is raised and you want to notify someone of the alert. 
 
 
To make an alert email people
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image195.png]


.
3. In Tools And Settings, under the  XE "alert notifications" Alerts heading, click the Configure Notifications link. 
4. In the Alert Notifications Editor, choose the alert level you want to edit. 
5. Select the Send Email check box. 
6. In the box below the Send Email check box, enter the email address(es) that you want the alert email to go to. Separate multiple email addresses with a comma. 
7. Click [image: image196.png]


. 
 
 
Note: To verify that the email address has been saved, go back to Tools And Settings and click the Configure Notifications link. In the Alert Notifications Editor, you should see that the Send Email box is selected and the email address is saved. 
 
 
 
More:
 
Configuring the System Alerts at the Account Level  -  See page 128
Making an Alert Play a Sound  -  See page 105
Making an Alert Require a User Response  -  See page 106
Configuring the System Alerts at the Account Level  -  See page 128
 TC "Making an Alert Play a Sound" \l 2Making an Alert Play a Sound
 
 
To make an alert play a sound
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image197.png]


.
3. In Tools And Settings, under the  XE "alert notifications" Alerts heading, click the Configure Notifications link.
4. In the Alert Notifications Editor, choose the alert level you want to edit. 
5.  XE "Sound" Go to the Sound drop-down box for the alert level. 
6. From the Sound box, select a sound for the alert level. 
7. Click [image: image198.png]


.
 
 
 
 
More:
 
Configuring the System Alerts at the Account Level  -  See page 128
Making an Alert Email People  -  See page 132
Making an Alert Require a User Response  -  See page 106
Configuring the System Alerts at the Account Level  -  See page 128
 TC "Making an Alert Require a User Response" \l 2Making an Alert Require a User Response
 
 
To make an alert require a user response
 
1. Go to the Header Bar .
2. On the Quick Toolbar, click [image: image199.png]


.
3. In Tools And Settings, under the  XE "alert notifications" Alerts heading, click the Configure Notifications link.
4. In the Alert Notifications Editor, choose the alert level you want to edit. 
5.  XE "Pop-up" Go to the Pop-up drop-down box for the alert level. 
6. From the Pop-up drop-down box, select Alert Response (Required).
7. Click [image: image200.png]


. 
 
 
 
 
More:
 
Configuring the System Alerts at the Account Level  -  See page 128
Making an Alert Email People  -  See page 132
Making an Alert Play a Sound  -  See page 133
Configuring the System Alerts at the Account Level  -  See page 128
 
 TC "Using Security" \l 1Using Security
 
 TC "Allowing an Individual User to Have Multiple Sessions" \l 2Allowing an Individual User to Have Multiple Sessions
 
This topic covers the procedure to allow an individual user to be simultaneously logged on to an account from multiple locations. This permission will override the permission set at the account level. 
 
To allow multiple sessions 
 
1. Go to the Dashboard.
2. Go to the Header Bar. 
3. On the Quick Toolbar, click the [image: image201.png]


 icon. 
4. In the Security Manager, under the Username column, click the [image: image202.png]


 icon next to the user account you want to allow multiple sessions for. This opens the User Editor. 
5.  XE "User Editor" 

 XE "Multiple Sessions" In the User Editor, go to the Multiple Sessions check box. 
6.  XE "Multiple Sessions" Select the Multiple Sessions check box. 
7. Click [image: image203.png]


 . 
 
 
More:
 
Creating a New Security Group  -  See page 109
Assigning a Resource Permission to a Security Group  -  See page 111
Assigning a User to a Security Group  -  See page 110
Enforcing Password Standards  -  See page 113
Locking Out Users Temporarily from the System  -  See page 114
Unlocking Users  -  See page 115
Removing a Resource Permission from a Security Group  -  See page 112
Removing a User from a Security Group  -  See page 111
 
 
 TC "Creating a New Security Group" \l 2

 XE "Security Groups" Creating a New Security Group
 
 
To create a new security group
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image204.png]


. 
3. In the  XE "Security Manager" Security Manager, click [image: image205.png]eeeeee




. 
4. Click [image: image206.png]°f Create Group



 link, located above the Groups grid. 
5. In the  XE "Group Editor" Group Editor, complete the following text boxes:
 
· Name
· Description
·  XE "Activation Date" Activation Date
·  XE "Deactivation Date" Deactivation Date
·  XE "Is System" Is System
 
6. Click [image: image207.png]


. 
 
 XE "Activation Date" 

 XE "Deactivation Date" Note: To complete the Activation Date and Deactivation Date text boxes, click the [image: image208.png]


 calendar icon to the right of each Date box and select the date you want. To change the date, simply click the [image: image209.png]


 calendar icon again and select the new date you want. 
 
 
 
More:
 
Assigning a Resource Permission to a Security Group  -  See page 111
Assigning a User to a Security Group  -  See page 110
Enforcing Password Standards  -  See page 113
Locking Out Users Temporarily from the System  -  See page 114
Unlocking Users  -  See page 115
Removing a Resource Permission from a Security Group  -  See page 112
Removing a User from a Security Group  -  See page 111
Allowing an Individual User to Have Multiple Sessions  -  See page 108
 
 TC "Assigning a User to a Security Group" \l 2

 XE "Security Groups" Assigning a User to a Security Group
 
This topic covers the procedure for adding a user to a particular security group within the system.  
 
 
To assign a user to a group
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image210.png]


. 
3. In the Users grid, under the Username column, find the user you want to add to a security group and click the [image: image211.png]


 icon next to the user. 
4. In the Groups pane, located below the Users grid, select the group you want to add the user to by clicking the check box next to the group. 
5. In the Groups pane, click the [image: image212.png]


 button. 
 
 XE "Resources" 

 XE "Groups" Note: The Resources section, located on the right-side of the screen next to the Groups section, lists the resources that the selected user has access to. These Resources are based on the Groups that the selected user is assigned to. 
 
 
More:
 
Creating a New Security Group  -  See page 205
Assigning a Resource Permission to a Security Group  -  See page 111
Enforcing Password Standards  -  See page 113
Locking Out Users Temporarily from the System  -  See page 114
Unlocking Users  -  See page 115
Removing a Resource Permission from a Security Group  -  See page 112
Removing a User from a Security Group  -  See page 111
Allowing an Individual User to Have Multiple Sessions  -  See page 108
 
 TC "Removing a User from a Security Group" \l 2

 XE "Security Groups" Removing a User from a Security Group
 
 
To remove a user from a group
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image213.png]


. 
3. In the Users grid, under the Username column, find the user you want to remove from a security group and click the [image: image214.png]


 icon next to the user. 
4. In the  XE "Groups" Groups pane, located below the Users grid, find the group you want to remove the user from and unselect the check box next to the group by clicking it. 
5.  XE "View Groups" 

 XE "Groups" In the Groups pane, click the [image: image215.png]


 button. 
 
 
More:
 
Creating a New Security Group  -  See page 205
Assigning a Resource Permission to a Security Group  -  See page 111
Assigning a User to a Security Group  -  See page 204
Enforcing Password Standards  -  See page 113
Locking Out Users Temporarily from the System  -  See page 114
Unlocking Users  -  See page 115
Removing a Resource Permission from a Security Group  -  See page 112
Allowing an Individual User to Have Multiple Sessions  -  See page 108
 
 TC "Assigning a Resource Permission to a Security Group" \l 2Assigning a Resource Permission to a Security Group
 
 
To assign resources to a group
 
 
1. Go to the Header Bar. 
2. On the Quick Toolbar, click the [image: image216.png]


 icon. 
3. In the  XE "Security Manager" Security Manager, click [image: image217.png]


. 
4. In the Resources grid, under the Name column, click the [image: image218.png]


 icon that corresponds to the resource you want to add to a group.
5. In the Groups pane, located below the Resources grid, find the group you want to add the Resource permission to.
6. Select the check box next to the security group by clicking it.
7. Click the [image: image219.png]


 button in the Groups pane. 
 
 
More:
 
Creating a New Security Group  -  See page 205
Assigning a User to a Security Group  -  See page 204
Enforcing Password Standards  -  See page 113
Locking Out Users Temporarily from the System  -  See page 114
Unlocking Users  -  See page 115
Removing a Resource Permission from a Security Group  -  See page 112
Removing a User from a Security Group  -  See page 111
Allowing an Individual User to Have Multiple Sessions  -  See page 108
 
 TC "Removing a Resource Permission from a Security Group" \l 2

 XE "Security" Removing a Resource Permission from a Security Group
 
 
To remove a resource permission from a group
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image220.png]


. 
3.  XE "Groups" 

 XE "Security: modes" 

 XE "Security" 

 XE "Security: removing a resource permission from a group" 

 XE "Security: assigning a resource permission to a group" 

 XE "Security: removing a user from a security group" 

 XE "Security: assigning a user to a security group" 

 XE "Security: enforcing passwords" 

 XE "Security: creating new security users" 

 XE "Security Editor" In the  XE "Security Manager" Security Manager, click [image: image221.png]


.
4. In the Resources grid, under the Name column, click the [image: image222.png]


 icon that corresponds to the resource you want to remove from a group. 
5.  XE "Resources" 

 XE "Security: modes" 

 XE "Security" 

 XE "Security: removing a resource permission from a group" 

 XE "Security: assigning a resource permission to a group" 

 XE "Security: removing a user from a security group" 

 XE "Security: assigning a user to a security group" 

 XE "Security: enforcing passwords" 

 XE "Security: creating new security users" 

 XE "Security Editor" In the Groups pane, located below the Resources grid, find the group you want to remove the Resource permission from. 
6. Unselect the check box next to the security group by clicking it. 
7. Click the [image: image223.png]


 button in the Groups pane.   
 
 
More:
 
Creating a New Security Group  -  See page 205
Assigning a Resource Permission to a Security Group  -  See page 203
Assigning a User to a Security Group  -  See page 204
Enforcing Password Standards  -  See page 113
Locking Out Users Temporarily from the System  -  See page 114
Unlocking Users  -  See page 115
Removing a User from a Security Group  -  See page 111
Allowing an Individual User to Have Multiple Sessions  -  See page 108
 
 TC "Enforcing Password Standards" \l 2

 XE "Enforcing Passwords" Enforcing Password Standards
 
This topic covers the procedure for enforcing a password standard for the security areas throughout the system. This will allow you to specify the type of characters a password can or cannot contain, as well as the minimum or maximum length of a password. 
 
 
To enforce a password standard
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image224.png]


.
3. In Tools And Settings, under the System heading, click the General Settings link. 
4. In the Account General Settings Editor, click [image: image225.png]Security



. 
5.  XE "Password" In the Password RegEx box, type a valid regular expression code that user passwords must match.
6. Click [image: image226.png]


. 
 
 
More:
 
Creating a New Security Group  -  See page 205
Assigning a Resource Permission to a Security Group  -  See page 203
Assigning a User to a Security Group  -  See page 204
Locking Out Users Temporarily from the System  -  See page 114
Unlocking Users  -  See page 115
Removing a Resource Permission from a Security Group  -  See page 207
Removing a User from a Security Group  -  See page 111
Allowing an Individual User to Have Multiple Sessions  -  See page 108
 
 TC "Locking Out Users Temporarily from the System" \l 2

 XE "Locking Out Users" Locking Out Users Temporarily from the System
 
To lockout users temporarily from the system
 
1.  Go to the Header Bar.
2.   On the Quick menu, click [image: image227.png]


. 
3.  In Tools And Settings, under the Account heading, click the Lock-Out Sessions link. 
 XE "Lock-Out Session Tool" 4.   In the Lock-Out Session Tool, click the [image: image228.png]


 link on the right-side of the screen. 
5.   In the User List, select the check boxes for the users you want to lockout.  
6.  Click [image: image229.png]


 at the bottom of the selection list.  
7.  In the Lock-Out Session Tool, in the Message box, type the message you want to display to the locked-out users.  
 XE "Users" 8. Click the  [image: image230.png]


 button. 
 
 
 
More:
 
Creating a New Security Group  -  See page 205
Assigning a Resource Permission to a Security Group  -  See page 203
Assigning a User to a Security Group  -  See page 204
Enforcing Password Standards  -  See page 210
Unlocking Users  -  See page 115
Removing a Resource Permission from a Security Group  -  See page 207
Removing a User from a Security Group  -  See page 111
Allowing an Individual User to Have Multiple Sessions  -  See page 108
 
 TC "Unlocking Users" \l 2

 XE "Unlocking Users" Unlocking Users
 
This topic covers the procedure for unlocking users who have been locked out of the system.
 
 
To unlock users
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image231.png]


.
3. In Tools And Settings, under the Account heading, click the Lock-Out Sessions link.
4. In the  XE "Lock-Out Session Tool" Lock-Out Session Tool, click [image: image232.png]Unlock Lsers



.
5. In the Lock-Out Session Tool, go to the Locked Users grid.
6. Select the check boxes for the users you want to unlock.
7. Click the [image: image233.png]Unlack Users




 button. 
 
 
 
More:
 
Creating a New Security Group  -  See page 205
Assigning a Resource Permission to a Security Group  -  See page 203
Assigning a User to a Security Group  -  See page 204
Enforcing Password Standards  -  See page 210
Locking Out Users Temporarily from the System  -  See page 211
Removing a Resource Permission from a Security Group  -  See page 207
Removing a User from a Security Group  -  See page 111
Allowing an Individual User to Have Multiple Sessions  -  See page 108
 
 TC "Overview of the Dashboard" \l 1Overview of the Dashboard
 TC " " \l 3 
 TC "Dashboard Screen" \l 1Dashboard Screen
 
One of the first things you will notice about Map Suite GPS Tracking Server is its easy to use interface. After logging on to the system, you will be linked to the Dashboard screen. The Dashboard is the main screen in the system, and it is used as the starting point for navigating the system. From the Dashboard, you will be able to do the following: create and setup Departments; launch the Tracking screen; access summary lists of your Departments, Users, Employees, Devices, and Points of Interest; open the Department Manager for each Department; view news items for your account; and open maps for your Departments. 
 
The  XE "Dashboard" Dashboard is the first screen you will see after logging on to the system, and it is the main reference screen from which all other screens and dialogs in the system are accessed. The Dashboard is logically divided into five distinct sections, and each section contains its own links to other screens in the system. These sections are as follows:
 
· Header Bar
· Title Bar 
· Department  
· News
·  XE "System Statistics" System Statistics 
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Dashboard screen
 TC " " \l 4 
 TC " " \l 4 
 
 TC "Header Bar" \l 1Header Bar
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Header Bar
 
 
 XE "Header Bar" 

 XE "Track: Track icon" 

 XE "Track" 

 XE "Messages: viewing messages" 

 XE "Dashboard: Returning to the Dashboard" The Header Bar is featured at the top of all the screens in Map Suite GPS Tracking Server. The main function of the Header Bar is to provide convenient links to commonly used features in the system. The Header Bar features 3 sections: 
· Company Logo
· Quick Toolbar
· Title Bar
 
 TC "Company Logo" \l 5Company Logo
The Company Logo in the upper left corner of the Header Bar can be clicked whenever a user wants to return to the Dashboard. Regardless of where the user is in the system, clicking the company logo will return the user to the Dashboard.
 
 TC "Quick Toolbar" \l 5Quick Toolbar
The Quick Toolbar features buttons that can be clicked to go to some of the most commonly used areas of the system. The Quick Toolbar features the following buttons: 
 
· [image: image236.png]


 Click to go to the Dashboard
· [image: image237.png]


 Click to go to the Tracking screen 
· [image: image238.png]


 Click to go to Department Summary List 
· [image: image239.png]


 Click to go to Report List 
· [image: image240.png]


 Click to go to Tools And Settings 
· [image: image241.png]


 Click to go to Security Manager 
 
 TC "Title Bar" \l 5Title Bar
The  XE "Title Bar" Title Bar is located at the bottom of the Header Bar. 
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Title Bar
 
 
The Title Bar features the following items:
 
· Title of Screen
· Universal Search Field  [image: image243.png]Search for...





· Messages link [image: image244.png]Messages (0)




· Edit Profile link [image: image245.png]Edit Profile




· Logout link [image: image246.png]Logout




· Help icon [image: image247.png]



 
Title of Screen is a caption of the screen in which you are currently working. For example, if you are on the Dashboard screen, Dashboard will be displayed here.
 
Universal Search Field [image: image248.png]Search for...




 provides an easily-accessible way to search for items from any screen in the system. You can use the Search Field for employees, devices or addresses. When you perform a search, the Search Results  -  See page 288 dialog will appear with a list of available results.
 
The [image: image249.png]Messages (0)



link can be clicked to open the Messages screen in order to view internal messages that the signed in user has received. 
 
The [image: image250.png]Edit Profile



 link can be clicked to open the User Settings Editor, which allows a user to set his or her preferences for the system.
 
The [image: image251.png]Logout



 link can be clicked to log out of the account.
 
The [image: image252.png]


icon can be clicked to open the online help.
 
 
More: 
 
Screen Reference: Search Results  -  See page 288
 
 
 TC "Department" \l 1Department
 
 
The  XE "Dashboard: Department section" Department area of the Dashboard is where all of your Departments are listed. In this section of the Dashboard, you can keep track of and manage all of your Departments. Also, this area features links to the Department Manager screen, where you can edit existing Departments. From the Department Manager, you can also access User, Employee, Device, and Points of Interest Editors, which are used to edit, add, and create new entities. 
 
The Department section features a grid that lists all of the Departments in the account as well as the number of Users, Employees, Devices, and Points of Interest in each department. Each Department that is listed in the Department section has its own set of links to Users, Employees, Devices, and Points of Interest that can be clicked to access the Department Manager screen. In addition, there is a Track icon for each Department, and each Department’s Track icon can be clicked to open the Tracking screen for the Department. 
 
At the top of the Department section, there are two links: Create Department [image: image253.png]'Create Department



 and Track All [image: image254.png]& Track Al



. The [image: image255.png]'Create Department



 link can be clicked to open an empty Department Editor screen where a new Department can be created. This is accomplished by typing information about the Department into the empty text boxes and clicking Save. 
 
The [image: image256.png]& Track Al



  link will open the Tracking screen where active Employee sessions across all of the Departments can be tracked. 
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Department Section
 
 
 
 
 TC "News" \l 1News
 
 
The News section of the Dashboard is the area where news items are displayed. This area of the Dashboard is very useful when you want to communicate important news to other users in the system. The content that is displayed in this area is controlled through the Account News Editor  -  See page 667 on the Tools and Settings screen. 
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News section
 
 TC "System Statistics " \l 1System Statistics 
 
 
The  XE "System Statistics" System Statistics section of the Dashboard gives you a count of the number of Departments, Users, Employees, Devices, Points of Interest, and Geofences that you have in your account. In addition to a count of these entities, each number is a link to a Summary List screen for a particular entity. For example, if you click the number link for Department, you will go to the Department Summary List screen. Each entity – Departments, Users, Employees, Devices, Points of Interest, and Geofences – has its own Summary List screen that can be accessed through the System Statistics area. 
 
 XE "Summary List" 

 XE "Department Editor" 

 XE "Department Summary List" Each Summary List gives detailed information about the specific entity and features a link to the entity’s editor. For example, from the Department Summary List, you can click the [image: image259.png]


 icon next to the Department’s name and open the Department Manager screen. The Department Manager allows you to edit a particular Department by adding notes and attachments to the Department, configuring alerts for the Department, adding entities to the Department, and changing the name and image that is associated with the Department. 
 
In addition to Departments, each User, Employee, Device, Point of Interest, and Geofence also has its own editor that can be accessed through the Summary List screen. As with the editor screen for Departments, the editor screens for these other entities will allow you to edit important information for the entity. 
 
Next to the summary area, the following system statistics are displayed: 
 
· Name of the software version
· Amount of time that has elapsed since the last login
· Number of failed login attempts since your last successful login
· [image: image260.png]


 link: Click to open the Change Password dialog box
 
 
[image: image261.png]Core software version: 5.0.0
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System Statistics 
 
 TC "Using the System" \l 1Using the System
 
 TC "Configuring Alerts in the System" \l 1Configuring Alerts in the System
 
 
 TC "Configuring System Alerts at the Account Level" \l 2

 XE "Alerts: Configuring Alerts at the Account Level" Configuring System Alerts at the Account Level
 
This procedure shows you how to configure alerts at the account level, which will affect all of the departments and act as the default alert settings in the system. Alert settings determine the name, subject, body and level associated with each type of alert in the system.
 
 
To configure the system alerts at the account level 
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image262.png]


.
3. In Tools And Settings, under the Alerts heading, click the Configure Alerts link. 
4. In the Account Alert Settings Summary, select an alert to configure by clicking the [image: image263.png]


 icon next to its name.
5. In the  XE "Alert Settings Editor" Account Alert Settings Editor, configure the system alerts by editing the drop-down and text boxes provided.
6. Click [image: image264.png]


 at the bottom of the Account Alert Settings Editor dialog.
7. Click [image: image265.png]


 to close the Department Alert Settings Summary dialog.
 
 
More:
 
Configuring System Alerts at the Department Level  -  See page 129
Configuring Alert Notifications at the Account Level  -  See page 130
Configuring Alert Notifications at the Department Level  -  See page 131
Making an Alert Email People  -  See page 132
Making an Alert Play a Sound  -  See page 133
Making an Alert Require a User Response  -  See page 133
Uploading Your Own Alert Icons or Images  -  See page 134
Uploading Your Own Alert Sounds  -  See page 135
 TC "Configuring System Alerts at the Department Level" \l 2Configuring System Alerts at the Department Level
 
This topic covers the procedure for  XE "alert settings" setting alerts for a department. The alerts settings can be customized for each department in your account. These alert settings can be set at the account level, which will apply to all the departments, or they can be set at the department level, which will only apply to the individual department. Alert settings determine the name, subject, body and level associated with each type of alert in the system.
 
 
To configure alerts at the department level
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image266.png]


 icon for the Department that you want to configure alerts in.
4. In the Department Manager, click [image: image267.png]Hlert Settings



.
5. In the Department Alert Settings Summary, select an alert to configure by clicking the [image: image268.png]


 icon next to its name.
6. In the  XE "Alert Settings Editor" Department Alert Settings Editor, configure the department alerts by editing the drop-down and text boxes provided.
7. Click [image: image269.png]


 at the bottom of the Department Alert Settings Editor dialog.
8. Click [image: image270.png]


 to close the Department Alert Settings Summary dialog.
 
 
More:
 
Configuring System Alerts at the Account Level  -  See page 128
Configuring Alert Notifications at the Account Level  -  See page 130
Configuring Alert Notifications at the Department Level  -  See page 131
Making an Alert Email People  -  See page 132
Making an Alert Play a Sound  -  See page 133
Making an Alert Require a User Response  -  See page 133
Uploading Your Own Alert Icons or Images  -  See page 134
Uploading Your Own Alert Sounds  -  See page 135
 TC "Configuring Alert Notifications at the Account Level" \l 2Configuring Alert Notifications at the Account Level
 
This procedure shows you how to configure alert notifications at the account level, which will affect all of the departments and act as the default notification settings in the system. Alert notifications determine how you will be notified -- by pop-up message, email, sound effect, etc. -- when an alert goes off.
 
 
To configure alert notifications at the account level 
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image271.png]


.
3. In Tools And Settings, under the Alerts heading, click the Configure Notifications link. 
4. Configure the system alerts by editing the drop-down and text boxes for each alert level in the  XE "Alert Notifications Editor (Account)" Alert Notifications Editor.
5. Click [image: image272.png]


. 
 
 
More:
 
Configuring System Alerts at the Account Level  -  See page 128
Configuring System Alerts at the Department Level  -  See page 129
Configuring Alert Notifications at the Department Level  -  See page 131
Making an Alert Email People  -  See page 132
Making an Alert Play a Sound  -  See page 133
Making an Alert Require a User Response  -  See page 133
Uploading Your Own Alert Icons or Images  -  See page 134
Uploading Your Own Alert Sounds  -  See page 135
 TC "Configuring Alert Notifications at the Department Level" \l 2Configuring Alert Notifications at the Department Level
 
This topic covers the procedure for  XE "alert notifications" configuring alert notifications for a department. Alert notifications can be customized independently for each department in your account. Notification settings can be set at the account level, which will apply to all the departments, and/or they can be set at the department level, which will only apply to the individual department. Alert notifications determine how you will be notified -- by pop-up message, email, sound effect, etc. -- when an alert goes off.
 
 
To configure alert notifications at the department level
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image273.png]


 icon for the Department that you want to configure alerts in.
4. In the Department Manager, click [image: image274.png]


.
5. In the  XE "Alert Notifications Editor (Department)" Alert Notifications Editor, configure the system alerts by editing the drop-down and text boxes for each alert level.
6. Select the [image: image275.png]T Override Account Settings.



 check box near the bottom of the Alert Notifications Editor.
7. Click [image: image276.png]


. 
 
 
More:
 
Configuring System Alerts at the Account Level  -  See page 128
Configuring System Alerts at the Department Level  -  See page 129
Configuring Alert Notifications at the Account Level  -  See page 130
Making an Alert Email People  -  See page 132
Making an Alert Play a Sound  -  See page 133
Making an Alert Require a User Response  -  See page 133
Uploading Your Own Alert Icons or Images  -  See page 134
Uploading Your Own Alert Sounds  -  See page 135
 TC "Making an Alert Email People" \l 2Making an Alert Email People
 
This topic covers the procedure for setting an email address in the Alert Notifications Editor. This email address will be the address that a message goes to in the event that an alert is raised and you want to notify someone of the alert. 
 
 
To make an alert email people
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image277.png]


.
3. In Tools And Settings, under the Alerts heading, click the Configure Notifications link. 
4. In the Alert Notifications Editor, choose the alert level you want to edit. 
5. Select the Send Email check box. 
6. In the box below the Send Email check box, enter the email address that you want the alert email to go to. For multiple email addresses, separate each email address with a comma. 
7. Click [image: image278.png]


. 
 
 
Note: To verify that the email address has been saved, go back to Tools And Settings and click the Configure Notifications link. In the Alert Settings Editor, you should see that the Send Email box is selected and the email address is saved. 
 
 
 
More:
 
Configuring System Alerts at the Account Level  -  See page 128
Configuring System Alerts at the Department Level  -  See page 129
Configuring Alert Notifications at the Account Level  -  See page 130
Configuring Alert Notifications at the Department Level  -  See page 131
Making an Alert Play a Sound  -  See page 133
Making an Alert Require a User Response  -  See page 133
Uploading Your Own Alert Icons or Images  -  See page 134
Uploading Your Own Alert Sounds  -  See page 135
 
 
 
 TC "Making an Alert Play a Sound" \l 2Making an Alert Play a Sound
 
In the system, when an alert is raised, a sound can play to notify a User of the alert.
 
 
To make an alert play a sound
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image279.png]


.
3. In Tools And Settings, under the Alerts heading, click the Configure Notifications link. 
4. In the Alert Notifications Editor, go to the alert level you want to edit. 
5.  XE "Sound" Go to the Sound drop-down box for the alert level. 
6. From the Sound box, select a sound for the alert level. 
7. Click [image: image280.png]


.
 
 
More:
 
Configuring System Alerts at the Account Level  -  See page 128
Configuring System Alerts at the Department Level  -  See page 129
Configuring Alert Notifications at the Account Level  -  See page 130 
Configuring Alert Notifications at the Department Level  -  See page 131
Making an Alert Email People  -  See page 132
Making an Alert Require a User Response  -  See page 133
Uploading Your Own Alert Icons or Images  -  See page 134
Uploading Your Own Alert Sounds  -  See page 135
 TC "Making an Alert Require a User Response" \l 2Making an Alert Require a User Response
 
When a high-level alert is raised, you can require that a User respond to it in order to ensure that the alert will be acknowledged. 
 
 
To make an alert require a user response
 
1. Go to the Header Bar .
2. On the Quick Toolbar, click [image: image281.png]


.
3. In Tools And Settings, under the Alerts heading, click the Configure Notifications link. 
4. In the Alert Notifications Editor, go to the alert level you want to edit. 
5.  XE "Pop-up" Go to the Pop-up box for the alert level. 
6. From the Pop-up box, select Alert Response (Required).
7. Click [image: image282.png]


. 
 
 
More:
 
Configuring System Alerts at the Account Level  -  See page 128
Configuring System Alerts at the Department Level  -  See page 129
Configuring Alert Notifications at the Account Level  -  See page 130 
Configuring Alert Notifications at the Department Level  -  See page 131
Making an Alert Email People  -  See page 132
Making an Alert Play a Sound  -  See page 133
Uploading Your Own Alert Icons or Images  -  See page 134
Uploading Your Own Alert Sounds  -  See page 135
 TC "Uploading Your Own Alert Icons or Images" \l 2Uploading Your Own Alert Icons or Images
 
Another way that  XE "alert notifications" alert notifications can be customized in the system is to upload your own alert icons/images. 
 
 
To upload your own alert icons
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image283.png]


.
3. In Tools And Settings, under the Alerts heading, click the View Alert Icons link.
4. From the  XE "File List" File List, click the [image: image284.png]Browse.



 button.
5. From the Choose file box, click the image you want to upload.
6. In the Choose file box, click Open.
7. Click [image: image285.png]


.
8. Click [image: image286.png]


.
 
 
 
More:
 
Configuring System Alerts at the Account Level  -  See page 128
Configuring System Alerts at the Department Level  -  See page 129
Configuring System Alerts at the Account Level  -  See page 128
Configuring Alert Notifications at the Account Level  -  See page 130 
Configuring Alert Notifications at the Department Level  -  See page 131
Making an Alert Email People  -  See page 132
Making an Alert Play a Sound  -  See page 133
Making an Alert Require a User Response  -  See page 133
Uploading Your Own Alert Sounds  -  See page 135
 TC "Uploading Your Own Alert Sounds" \l 2Uploading Your Own Alert Sounds
 
In the system, you can customize alerts by uploading your own  XE "alert notifications" alert sounds. 
 
 
To upload your own alert sounds
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image287.png]


.
3. In Tools And Settings, under the Alerts heading, click the View Alert Sounds link.
4. In the  XE "File List" File List, click the [image: image288.png]Browse.



 button.
5. From Choose file, select a sound file.
6. In the Choose file box, click Open 
7. Click [image: image289.png]


.
8. Click [image: image290.png]


.
 
 
 
More:
 
Configuring System Alerts at the Account Level  -  See page 128
Configuring System Alerts at the Department Level  -  See page 129
Configuring Alert Notifications at the Account Level  -  See page 130 
Configuring Alert Notifications at the Department Level  -  See page 131
Making an Alert Email People  -  See page 132
Making an Alert Play a Sound  -  See page 133
Making an Alert Require a User Response  -  See page 133
Uploading Your Own Alert Icons or Images  -  See page 134
 
 TC "Managing Users, Employees, Devices, and Points of Interest" \l 1Managing Users, Employees, Devices, and Points of Interest
 
 TC "Managing Employees" \l 2Managing Employees
 
 TC "Adding an Existing Employee to a Department" \l 3Adding an Existing Employee to a Department
 
 
This topic covers the procedure for adding an existing Employee to a department. This might be an Employee who is already being used in one department, and you want to use the Employee in a second department.
 
 
To add an existing Employee to a department
 
1. Go to the Dashboard.
2.  Go to the Department section.
3. In the Department list, click the [image: image291.png]


 icon for the Department that you want to add the existing Employee to. 
4. In the  XE "Department Manager" Department Manager, click the [image: image292.png]


 tab.
5. Click the [image: image293.png]4 Add Existing



 link, located above the Employee grid. 
6. From the  XE "Employee List" Employee List, select the check box next to the Employee you want to add to the Department.
7. Click [image: image294.png]


. 
 
 
More:
 
Assigning a Device to an Employee  -  See page 138
Creating an Employee  -  See page 139
Removing an Employee from a Department  -  See page 140
Removing a Device from an Employee  -  See page 141
 TC "Assigning a Device to an Employee" \l 3Assigning a Device to an Employee
 
 XE "Employees: Employee Session" 

 XE "Employee" 

 XE "Employees: Managing Employees" 

 XE "Employees: Creating Employees" 

 XE "Devices: Creating Devices" 

 XE "Devices: Setting-up Devices" 

 XE "Devices: Activating Devices" 

 XE "Device" In the system, Employees have Devices assigned to them. This topic covers the procedure of assigning a tracking Device to an Employee.
 
 
 XE "Device" 

 XE "Employees: Employee Session" 

 XE "Employee" To assign a Device to an Employee
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image295.png]


 icon for the Department in which you want to assign a Device to an Employee.
4. In the  XE "Department Manager" Department Manager, click [image: image296.png]


.
5. In the Employee grid, next to the Employee column, click the [image: image297.png]


 icon next the Employee you want to assign a Device to.
6. On the  XE "Employee Editor" Employee Editor, click [image: image298.png]


 .
7. Click [image: image299.png]+ &ssign Devices



 link, located above the Device grid.
8. In the Device Selection List, under the Device Name column, click the name of the Device you want to assign to the Employee. 
9. Click OK if a dialog box opens. This means that the Device is currently assigned to another Employee. 
10. Click [image: image300.png]


. 
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Employee link that corresponds to the department in which you want to assign a Device to an Employee. This opens the Department Manager with the Employee tab selected. 
4. Follow steps 5 through 10 above.
 
Under the Device tab of the Department Manager, you will see that the Device is now assigned to the Employee you selected. 
 
 
More:
 
Adding an Existing Employee to a Department  -  See page 137
Creating an Employee  -  See page 139
Removing an Employee from a Department  -  See page 140
Removing a Device from an Employee  -  See page 141
 
 
 
 TC "Creating an Employee" \l 3Creating an Employee
 
 
 XE "Employees: Employee Session" 

 XE "Employee" To create an Employee for a department
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image301.png]


 icon for the Department in which you want to create the Employee. 
4. In the Department Manager, click [image: image302.png]


.
5. Click the link [image: image303.png][t Add New



, located above the Employee grid
6. In the  XE "Employee Editor" Employee Editor, complete the following text boxes:
 
· Name
· Description
·  XE "Pin" Pin
· Contact Method
· Hue
· Status
· External ID
 
7. Click [image: image304.png]


. 
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Employee link that corresponds to the department in which you want to create an Employee. This opens the Department Manager with the Employee tab selected. 
4. Follow steps 5 through 7 above.
 
 
More:
 
Adding an Existing Employee to a Department  -  See page 137
Assigning a Device to an Employee  -  See page 138
Removing an Employee from a Department  -  See page 140
Removing a Device from an Employee  -  See page 141
 
 
 TC "Removing an Employee from a Department" \l 3Removing an Employee from a Department
 
 
To remove an Employee from a department
 
1. Go to the Dashboard.
2.  Go to the Department section.
3. In the Department list, click the [image: image305.png]


 icon for the Department that you want to remove the Employee from. 
4. In the  XE "Department Manager" Department Manager, click the [image: image306.png]


 tab.
5. In the Employee grid, locate the Employee that you want to remove.
6. Click the [image: image307.png]


 icon next to the Employee's name.
7. Click OK on the dialog box that opens.
 
 
More:
 
Adding an Existing Employee to a Department  -  See page 137
Assigning a Device to an Employee  -  See page 138
Creating an Employee  -  See page 139
Removing a Device from an Employee  -  See page 141
 TC "Removing a Device from an Employee" \l 3Removing a Device from an Employee
 
 
To remove a Device from an Employee
 
1. Go to the Dashboard.
2. Go to the Department section.
3. From the Department list, click the [image: image308.png]


 icon for the Department in which you want to remove a Device from an Employee.
4. In the  XE "Department Manager" Department Manager, click the [image: image309.png]


 tab.
5. In the Employee grid, next to the Employee column, click the [image: image310.png]


 icon next the Employee you want to remove a Device from.
6. On the  XE "Employee Editor" Employee Editor, click [image: image311.png]


 tab.
7. Click the [image: image312.png]


 icon next to the Device you want to remove from the Employee. 
8. Click OK on the dialog box that opens.
9. Click [image: image313.png]


.
 
Or
 
 
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, find the Department in which you want to remove a Device from an Employee and click the Employee link. This opens the Department Manager with the Employee tab selected. 
4. Follow steps 5 through 9 above. 
 
More:
 
Adding an Existing Employee to a Department  -  See page 137
Assigning a Device to an Employee  -  See page 138
Creating an Employee  -  See page 139
Removing an Employee from a Department  -  See page 140
 
 
 
 TC "Managing Devices" \l 2Managing Devices
 
 TC "Adding a New Device" \l 3Adding a New Device
 
 XE "Devices: Adding a New Device" 

 XE "Devices: Setting-up Devices" 

 XE "Devices: Activating Devices" 

 XE "Device" 

 XE "Employees: Employee Session" 

 XE "Employee" This topic covers the steps that you will need to follow in order to add a new tracking device to your Map Suite GPS Tracking Server account, which you will use to track an asset -- for example, a vehicle.
 
 XE "Devices: Adding via Wizard" To add a new device using the Add New Device Wizard (recommended)
 
1. Go to the Dashboard or the Tracking Screen.
· On the Dashboard, do one of the following:
· Click the [image: image314.png]| f Add A New Device



 link above the department list, or
· Click the [image: image315.png]+ Add A New Device



 link below the name of the department you want to add the device to.
· On the Tracking Screen, do the following:
· Click the [image: image316.png]| f Add A New Device



 link below the Sessions grid on the left side panel.
2. The Add New Device Wizard will open to Step 1. This step provides a brief overview of the wizard and displays how many new devices you can add to your account. (Depending on your account or system setup, you may have a limited number of devices that can be added. If you have reached the maximum number of devices available to you, you can purchase more right from this wizard.)
3. Assuming you have at least one available device license, click the Next button to proceed to Step 2 of the wizard.
4. On Step 2, choose which department you want to assign your new device to. You can also click the [image: image317.png]T Add a New Department for this Device



 link to add a new department for your device. When you're finished, click the Next button to proceed to Step 3.
5. On Step 3, enter the details for your tracking device, including the following:
· Device Name: A name for your tracking device. This is how your Map Suite GPS Tracking Server system will refer to it on the map and on other screens and dialogs.
· Device ID (IMEI): This information is crucial to the operation of your tracking device! This is a special ID that uniquely identifies your particular tracking device itself. Because the format of this ID varies from manufacturer to manufacturer, please check your tracking device documentation to learn what value you should enter for your Device ID. Sometimes this ID is printed on the actual device itself -- for example, inside the battery compartment. 
· Supports Two-Way Messaging: (Optional.) If your device is capable not only of sending position data to Map Suite GPS Tracking Server but also receiving commands -- for instance, instructions to unlock a vehicle's doors -- then check this box.
· Category: (Optional.) Select a category for your device. If you don't see the category you want, click the [image: image318.png]'Add Category



 link to add a new one.
· Device Address: (Optional.) You can enter some information here (such as an email address) that can help you identify the device.
· Description: (Optional.) A description of the device.
· Maximum Speed: (Optional.) If you have set up speed alerts for your department and would like this device to trigger an alert once a certain maximum speed has been exceeded, enter that speed here.
When you're finished entering the above information, click the Next button to proceed to step 4.
6. On Step 4, you can assign the device to an employee. For example, if the device is a portable tracking unit, you would assign it to the person who will be carrying it. Or if the device is a vehicle, you would assign it to the vehicle's driver. If the employee you want to assign to doesn't already exist in your account, click the [image: image319.png]T Add a New Employee for this Device



 link to add them now. If you don't know who will be in possession of the device, or if you simply don't want to assign it to anybody at the moment, simply ignore this step. When you're finished, click the Next button to proceed.
7. Step 5, the final step, gives you an opportunity to review the details you have entered so far. If you need to make any changes, click the Previous button to step back through the wizard. If everything looks good, click Finish to add the device.
 
 XE "Devices: Adding Manually" To manually add a new device
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image320.png]


 icon for the Department that you want to create a Device in. 
4. In the Department Manager, click the [image: image321.png]


 tab. 
5. Click the [image: image322.png][t Add New



 link, located above the Device grid.
6. In the  XE "Device Editor" Device Editor, complete the following text boxes:
 
· Device Name
· Description
·  XE "Top Speed" Top Speed
·  XE "Status: Inactive" 

 XE "Status: Active" Status
·  XE "IMEI" IMEI
· Listener
· Category
· Hue
· Status 
 
7. Click [image: image323.png]


.
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Device link that corresponds to the department that you want to create a Device in. This opens the Department Manager with the Device tab selected.
4. Follow steps 5 through 7 above.
 
 XE "IMEI" 

 XE "Device" 

 XE "Device Editor" Note: In the IMEI text box of the Device Editor, you will enter the IMEI number for your Device. IMEI stands for “International Mobile Equipment Identity” and is typically a 15-digit number that is assigned to mobile devices, such as cell phones and GPS tracking units. It is important that you contact your hardware supplier or the manufacturer of your Device to verify that you are using the correct IMEI number.
 
More:
 
Activating a Device  -  See page 145
Adding an Existing Device to a Department  -  See page 146
Removing a Device from a Department  -  See page 146
Sending a Command to a Device  -  See page 147
 
 
 
 TC "Activating a Device" \l 3

 XE "Activating a Device" Activating a Device
 
 XE "Device" In the system, a Device can exist in more than one department. However, if a Device exists in more than one department, it can only be active in one of the departments. For example, you might have two departments that share a tracking Device, but the Device can only be physically used by one of these departments at a time. Therefore, you will need to deactivate the Device for one of the departments and activate the Device for the other. The department in which the Device is activated will be able to see the Device’s active sessions, but the department in which the Device is deactivated will not be able to view these active sessions. 
 
 
To activate a Device for a department
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image324.png]


 icon next to the department that you want to activate the Device in.
4. In the  XE "Department Manager" Department Manager, click [image: image325.png]


. 
5. Under the Device column of the Device grid, find the Device you want to activate.  
6. Under the Activate column, select the check box that corresponds with the Device you want to activate. 
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Device link that corresponds to the department that you want to activate a Device in. This opens the Department Manager with the Device tab selected. 
4. Follow steps 5 through 6 above. 
 
Note: When you no longer want to use a Device in a department, instead of deactivating the Device, you can delete it. However, once the Device is deleted, its past sessions can no longer be retrieved because they will also be deleted. If you no longer want to use a Device in a particular department, but you want to be able to retrieve its past sessions for the department, it is recommended that you deactivate the Device. To deactivate a Device, click the [image: image326.png]


 icon next to the Device to edit it, then change its Status to "INACTIVE." Finally, click the Save button to implement your changes.
 
More:
 
Adding an Existing Device to a Department  -  See page 146
Adding a New Device  -  See page 142
Removing a Device from a Department  -  See page 146
Sending a Command to a Device  -  See page 147
 TC "Adding an Existing Device to a Department" \l 3Adding an Existing Device to a Department
 
 
To add an existing Device to a department
 
1. Go to the Dashboard.
2.  Go to the Department section.
3. In the Department list, click the [image: image327.png]


 icon for the Department that you want to add the existing Device to. 
4. In the Department Manager, click the [image: image328.png]


 tab.
5. Click the [image: image329.png]4 Add Existing



 link, located above the Device grid. 
6. From the  XE "Device List" Device List, select the check box next to the Device you want to add to the Department.
7. Click [image: image330.png]


. 
 
More:
 
Activating a Device  -  See page 145
Adding a New Device  -  See page 142
Removing a Device from a Department  -  See page 146
Sending a Command to a Device  -  See page 147
 TC "Removing a Device from a Department" \l 3Removing a Device from a Department
 
 
To remove a Device from a department
 
1. Go to the Dashboard.
2.  Go to the Department section.
3. In the Department list, click the [image: image331.png]


 icon for the Department that you want to remove the Device from. 
4. In the  XE "Department Manager" Department Manager, click the [image: image332.png]


 tab.
5. In the Device grid, locate the Device that you want to remove.
6. Click the [image: image333.png]


 icon next to the Device's name.
7. Click OK on the dialog box that opens.
 
 
More:
 
Activating a Device  -  See page 145
Adding an Existing Device to a Department  -  See page 146
Adding a New Device  -  See page 142
Sending a Command to a Device  -  See page 147
 
 TC "Sending a Command to a Device" \l 2

 XE "Device Commands" 

 XE "Sending a Device Command" Sending a Command to a Device
 
 
To send a command to a device
 
1. Go to the Dashboard.
2.  Go to the Department section.
3. In the Department list, click the [image: image334.png]


 icon for the Department that contains the device you want to send a command to. 
4. In the  XE "Department Manager" Department Manager, click the [image: image335.png]


 tab.
5. In the Device grid, locate the device that you want to send a command to.
6. Click the [image: image336.png]


 icon next to the device.
7. Click the Messages  -  See page 463 tab on the left side of the Device Editor dialog.
 
At this point you will be presented with the Send Device Command dialog.
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Send Device Command dialog
 
 
From the Send Device Command dialog, you can send a command directly to the tracking device. Here's how:
 
1. Select the command you want to send from the Commands drop-down box.
2. Depending upon the command you selected, one or more optional parameters may appear beneath the Commands drop-down box. Fill out these parameters to provide further information about the command you are sending.  For example, if you are issuing a command to change the IP and port that the device is using to communicate with Map Suite GPS Tracking Server, you will need to enter the new IP address and new port number that you want the device to use.
3. Click the Send button to submit the command to the device.
 
At any time, the [image: image338.png]


 button can be clicked to close the Send Device Command dialog.
 
 
More:
 
Activating a Device  -  See page 145
Adding an Existing Device to a Department  -  See page 146
Adding a New Device  -  See page 142
Removing a Device from a Department  -  See page 146
 
 
 TC "Managing Users" \l 2Managing Users
 
 TC "Adding an Existing User to a Department" \l 3Adding an Existing User to a Department
 
A User that already exists in one department can easily be added to a second department, which will result in the User being associated with both departments. In fact, a single User can be associated with as many departments as you like. This topic covers the procedure for selecting a User that already exists in one department and adding the User to another department. 
 
 
To add an existing User to a department
 
1. Go to the Dashboard.
2. Go to the Department section.
3. From the Department list, click the [image: image339.png]


 icon for the Department you want to add the existing User to.
4. From the Department Manager, click the [image: image340.png]


 tab.
5. Above the User grid, click the [image: image341.png]4 Add Existing



 link.
6. From the  XE "User List" User List, select the check box next to the User you want to add to the Department.
7. Click [image: image342.png]


.
 
 
More:
 
Creating a User  -  See page 150
Removing a User from a Department  -  See page 151
 TC "Creating a User" \l 3Creating a User
 
 XE "Users: Managing Users" 

 XE "Users: Creating Users" 

 XE "User" Typically Users are created under a particular department and are only associated with that particular department. However, Users can be associated with more than one department. This topic covers the procedure for how to create a User under a particular department. 
 
To create a User
 
1. Go to the Dashboard. 
2. Go to the Department section.
3. In the Department list, click the [image: image343.png]


 icon for the Department in which the new User will be created. 
4. In the Department Manager, click [image: image344.png]


.   
5. Click the [image: image345.png][t Add New



 link, located above the User grid.  
6.  XE "User" 

 XE "User Editor" In the  XE "User Editor" User Editor, complete the following text boxes: 
 
· Name
· Description
· Status
· External ID
·  XE "Username" Username
· Password
· Confirm Password
· Default Entry
 
7. Click [image: image346.png]


.     
 
Or
 
1. Go to the Dashboard. 
2. Go to the Department section.
3. In the Department list, click the User link that corresponds to name of the department in which the new User will be created. This opens the Department Manager with the User tab selected. 
4. Follow steps 5 through 7 above.
 
 
More:
 
Adding an Existing User to a Department  -  See page 149
Removing a User from a Department  -  See page 151
 
 
 
 
 TC "Removing a User from a Department" \l 3Removing a User from a Department
 
Users can easily be removed from any of the departments with which they are associated. This procedure involves removing a single User from a department. 
 
To remove a User from a department
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image347.png]


 icon for the Department you want to remove the User from.
4. In the  XE "Department Manager" Department Manager, click the [image: image348.png]


 tab.
5. In the User grid, find the User you want to remove from the Department and click the [image: image349.png]


 icon next to the User. 
 
 
More:
 
Adding an Existing User to a Department  -  See page 149
Creating a User  -  See page 150
 
 TC "Managing Points of Interest" \l 2Managing Points of Interest
 
 TC "Creating a Point of Interest" \l 3Creating a Point of Interest
 
 
 XE "Points of Interest: Creating a Point of Interest" To create a Point of Interest
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image350.png]


 icon for the Department that you want to create a Point of Interest in . 
4. In the Department Manager, click [image: image351.png]WV ronts ofnerest
-~



.
5. Click the [image: image352.png][t Add New



 link, located above Points of Interest grid. 
6. In the  XE "Points of Interest Editor" Points of Interest Editor, complete the following text boxes:
 
· Points of Interest Name
· Points of Interest Code
· Category
· Description
·  XE "Y Point" Y Point
·  XE "X Point" X Point
· Status
· External ID
 
7.  Click [image: image353.png]


.
 
 Or
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the Points of Interest link that corresponds to the department that you want to create a Point of Interest in. This opens the Department Manager with the Points of Interest tab selected. 
4. Follow steps 5 through 7 above.
 
More:
 
Adding an Existing Point of Interest to a Department  -  See page 153
Changing the Status of Multiple Points of Interest  -  See page 154
 Changing the Symbology for a Point of Interest Category  -  See page 158
Changing the Symbology for the Status of a Point of Interest Category  -  See page 160
 Creating a Status for a Point of Interest Category  -  See page 157
Creating New Points of Interest Categories  -  See page 156
Removing a Point of Interest from a Department  -  See page 155
 
 
 TC "Adding an Existing Point of Interest to a Department" \l 3Adding an Existing Point of Interest to a Department
 
 
 To add an existing Point of Interest to a department
 
1. Go to the Dashboard.
2.  Go to the Department section.
3. In the Department list, click the [image: image354.png]


 icon for the Department that you want to add the existing Point of Interest to. 
4. In the Department Manager, click the [image: image355.png]WV ronts ofnerest
-~



 tab.
5. Click the [image: image356.png]4 Add Existing



 link, located above the Points of Interest grid. 
6. From the Points of Interest List, select the check box next to the Point of Interest you want to add to the Department.
7. Click [image: image357.png]


. 
 
 
More:
 
Changing the Status of Multiple Points of Interest  -  See page 154
 Changing the Symbology for a Point of Interest Category  -  See page 158
Changing the Symbology for the Status of a Point of Interest Category  -  See page 160
 Creating a Status for a Point of Interest Category  -  See page 157
Creating a Point of Interest  -  See page 152
Creating New Points of Interest Categories  -  See page 156
Removing a Point of Interest from a Department  -  See page 155
 
 TC "Changing the Status of Multiple Points of Interest" \l 3Changing the Status of Multiple Points of Interest
 
This topic covers the procedure for simultaneously changing the status of several Points of Interest in a department. This procedure is necessary when you have a department in which you need to simultaneously change the delivery status for all its Points of Interest.
 
 
To change the status of multiple Points of Interest simultaneously
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image358.png]


.
3. In Tools And Settings, click the Setup Points of Interest Status link.
4. In the Points of Interest Status Utility, complete one or more of the following search fields:
 
· Name (%=wild)
·  Category
· Status
· Missing Coordinates 
 
5. Click [image: image359.png]search




.
6. In the Search Results grid, in the check box column, select the check box at the top 
 
Or
 
7. Select individual boxes for each Points of Interest that you want to change the status for.
8. Under the Update Status heading, in the Status drop-down box, select a new status for the selected Points of Interest.
9. Click [image: image360.png]


.
10. Click OK on the dialog box that opens.
 
 
More:
 
Adding an Existing Point of Interest to a Department  -  See page 153
 Changing the Symbology for a Point of Interest Category  -  See page 158
Changing the Symbology for the Status of a Point of Interest Category  -  See page 160
 Creating a Status for a Point of Interest Category  -  See page 157
Creating a Point of Interest  -  See page 152
Creating New Points of Interest Categories  -  See page 156
Removing a Point of Interest from a Department  -  See page 155
 
 
 TC "Removing a Point of Interest from a Department" \l 3Removing a Point of Interest from a Department
 
 
To remove a Point of Interest from a department
 
1. Go to the Dashboard.
2. Go to the Department section.
3. In the Department list, click the [image: image361.png]


 icon for the Department you want to remove the Point of Interest from. 
4. In the Department Manager, click the [image: image362.png]WV ronts ofnerest
-~



 tab.
5. In the Points of Interest grid, find the Points of Interest you want to remove from the Department and click the [image: image363.png]


 icon next to the Points of Interest. 
 
 
More:
 
Adding an Existing Point of Interest to a Department  -  See page 153
Changing the Status of Multiple Points of Interest  -  See page 154
 Changing the Symbology for a Point of Interest Category  -  See page 158
Changing the Symbology for the Status of a Point of Interest Category  -  See page 160
 Creating a Status for a Point of Interest Category  -  See page 157
Creating a Point of Interest  -  See page 152
Creating New Points of Interest Categories  -  See page 156
 
 
 TC "Creating New Points of Interest Categories" \l 3Creating New Points of Interest Categories
 
 
 XE "Points of Interest" To create new Points of Interest categories
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image364.png]


.
3. In Tools And Settings, under the Points of Interest heading, click the List Points of Interest Categories link.
4.  XE "Points of Interest" 

 XE "Points of Interest Category List" In the Points of Interest Category List, click [image: image365.png]


. 
5. In the Category Editor, complete the following text boxes:
 
· Category Name
· Description
· Icon Image and Color
·  XE "Status: Inactive" 

 XE "Status: Active" Status
·  XE "External ID" 

 XE "ID" External ID
 
6. Click [image: image366.png]


, located below the External ID box.
 
 
In the Points of Interest Category List, you will see that the new Points of Interest category has been added under the Category Name column. 
 
 
More:
 
Adding an Existing Point of Interest to a Department  -  See page 153
Changing the Status of Multiple Points of Interest  -  See page 154
 Changing the Symbology for a Point of Interest Category  -  See page 158
Changing the Symbology for the Status of a Point of Interest Category  -  See page 160
 Creating a Status for a Point of Interest Category  -  See page 157
Creating a Point of Interest  -  See page 152
Removing a Point of Interest from a Department  -  See page 155
 
 TC " Creating a Status for a Point of Interest Category" \l 3 Creating a Status for a Point of Interest Category
 
 XE "Points of Interest" This procedure allows you to create a status for a Point of Interest category that already exists. Please note that a category must exist before you can create a status for it. Once the category exists, you can create several statuses for the Points of Interest category. 
 
 
To create a status for a Point of Interest category
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image367.png]


.
3. In Tools And Settings, under the Points of Interest heading, click the List Points of Interest Categories link .
4. In the Points of Interest Category List, click the [image: image368.png]


 icon next to the category you want to create a status for.
5. In the Category Editor, click [image: image369.png]StatusList



.
6. Click [image: image370.png]f Create New Status



 link, located above the Status grid. 
7. In the Category Status Editor, complete the following text boxes:
 
· Status Name
· Description
· Icon Image and Color
·  XE "Status: Inactive" 

 XE "Status: Active" Status
·  XE "External ID" 

 XE "ID" External ID
 
8.  Click [image: image371.png]


.
 
In the Category Editor, you will see the new status displayed under the Status Name column. 
 
More:
 
Adding an Existing Point of Interest to a Department  -  See page 153
Changing the Status of Multiple Points of Interest  -  See page 154
 Changing the Symbology for a Point of Interest Category  -  See page 158
Changing the Symbology for the Status of a Point of Interest Category  -  See page 160
Creating a Point of Interest  -  See page 152
Creating New Points of Interest Categories  -  See page 156
Removing a Point of Interest from a Department  -  See page 155
 
 
 TC " Changing the Symbology for a Point of Interest Category " \l 3 Changing the Symbology for a Point of Interest Category 
 
This topic covers the procedures for changing the symbology for a Point of Interest Category. These Points of Interest categories can be things like Docks, Stores, Hotels, etc. When you want to change the symbology for a Point of Interest Category, you can select an Image and, optionally, a color for the symbology. 
 
 
To change the Points of Interest category symbology
 
1. Go to the Header Bar.
2. On the Quick Toolbar, click [image: image372.png]


.
3. In Tools And Settings, under Points of Interest heading, click the List Points of Interes