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Application Requirements

See Field Force Manager Support site for list of supported RIM devices

http://support.fieldforcemanager.com

Field Force Manager requires 600 KB of space to install application.
The Field Force Manager feature must be activated on the phone number for the application to work. Contact your

Verizon Wireless sales representative for assistance in adding the feature to your account.


http://support.fieldforcemanager.com/

verizon
RIM Installation & Initial Setup

Enabling Location on device
Verizon Wireless values your workers’ privacy. Because of this, the mobile phone is defaulted to only acquire location
information when dialing “9-1-1". To use Location Based Services (LBS) such as Field Force Manager, you must first

enable location services on the mobile phone.

Go to the Blackberries Options Menu
Select Advanced Options
Select GPS

Set GPS Services to Location On

S S

Select the CLR button and Save change.

Uptions - Aduanced
Applications
Browser

Browser Push
Default Services
Enterprise Activation

GPS Services Location ON

Host Routing Table
Service Book
SIM Card
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Download and Activate Field Force Manager on the mobile
phone

Verizon Wireless recommends that you install and activate the Field Force Manager mobile phone application for

your workers before performing the mobile worker training.

If you are unsure of what type of mobile device you have go to http://support.fieldforcemanager.com/devicelist.html

for a device list.

1. Start Browser.

NETGEAR
L{! ) 1L KL RIC 9:11AM
3 Tuesday, January 3

Browser

2. Enter the appropriate application URL (Refer to http://support.fieldforcemanager.com/devicelist.html)

and press enter. Select Install Field Force Manager.


http://support.fieldforcemanager.com/devicelist.html
http://support.fieldforcemanager.com/devicelist.html

http://support.fieldforcemanager.com/... )

-

Download FiledForceManager
Latest Version #16.0.1 r56 of Blackberry
RIM OS 4+ FieldForceManager is
available.

Please Click on the below link to
download.

Release Date:14 December 2011

LnslalLEigJLjJ:_Qr_CEMinq@ﬂ

3. Verify correct RIM firmware is installed and select "Install Field Force Manager" and push in the track

ball.
Download FieldForceManager &) 3G Tl
http://support.fieldforcemanage... &7
Vendor: Xora Inc.
Size: 1.2 MB
Description:

A location-based resource management
tool that provides the ability to locate,
track, and communicate with mobile
field workers.

v Set Application Permissions

LIl Tel Cancel |

4. “Check” Set application permissions and select download.
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5. Set the Permissions for ALL Connections and Interactions to ALLOW, and Save Changes

Permissions: FieldForceManager

= Connections m

USB - Allow ¥

Bluetooth - Allow ¥

Switch Application | Allow ~ J
Collapse -

P  Allow ~

Save

Allow ¥

Help e
Close - Allow ¥

6. The application will then download.

Download FieldForceManager

& ‘
http://support.fieldforcemanage... F, sl

Cancel

tool that provides the ability to locate,
track, and communicate with mobile
field workers.

7. Wait for the download to complete.
8. Device will activate using phone number of the device.

9. Device will automatically login to the mobile worker for that device.
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10. The EULA (End User License Agreement) screen will appear. Read the agreement before continuing. If
you agree to the terms stated, acknowledge by pushing in the track ball and selecting Accept.

a. If you decline the EULA, the application will exit and the application will not be able to be used.

| Agree

Version:16.0.1 r56

11. A warning screen will come up. Push in the track ball and click on “OK” to start using Field Force

Manager.

Ok

Version:16.0.1 r56
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Launching Field Force Manager on Your Mobile Phone

Field Force Manager is an application that runs on your Verizon Wireless mobile phone.
To launch Field Force Manager on your mobile phone:

1. Select the Field Force Manager logo from the RIM main menu

FE==h 3G =2 V.l

Tue, Jan 3 -”57 &)

168 1684

NOTE - Field Force Manager will automatically launch upon the mobile phone powering up or if Auto Application

launch is enabled through the Field Force Manager web portal’s Hours of Operation.
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Logging Out

To exit Field Force Manager:
1. Select the “Exit” option from the main menu.

2. Select the “Yes” option to confirm that you want to exit the application.

NOTE - The Field Force Manager application cannot locate or send or receive information when the application has

been exited.

& Exit

. Are you sure you want to exit
FieldForceManager?

Timesheets Tasks 3 Messages 19 Forms = 5 Landmarks

ne

Settings

10



Navigating the application

Throughout Field Force Manager, you will see the
commands listed at the bottom of the screens. These
commands correspond to the soft keys on your mobile
phone directly below them. To select a button, press the < 3 Messages | 18 Forms 5 Landmarks

soft key below the name of the command you want.

Settings

For example, in the image below, the “Back” button will

return you to the previous screen. Clicking the trackball

will bring you to the current selection.

A When instructed to “select” a particular line of display on the screen, use your mobile trackball to scroll

vertically through the lists.

A Alternatively, you may also navigate quickly to an item by pressing its number, as displayed to the left of

its name, on your mobile phone’s keypad.

A Ininstances where more data exists than can be displayed vertically on the screen, scroll arrow indicators
will appear on the right-hand side of the screen. These scroll arrows provide a visual cue when additional

information exists that is not being displayed on the screen.
A Two additional buttons are also mentioned in the documentation: the Red Phone button and the Green

Phone button. The Red Phone button is used for temporarily suspending Field Force Manager operation,

and for terminating voice connections. The Green button is used to place a phone call.

11
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Take a Phone Call

When someone calls you, Field Force Manager goes into Suspend mode automatically, so you can take your

call as if Field Force Manager wasn’t even running.

Make a Phone call

To place a phone call from within the application
Press the Green phone button to go to the address book
Or

Press the Red phone button to go to the RIM main menu

To suspend Field Force Manager:
To make a call while you are using Field Force Manager, press the Red Phone button. This will temporarily

suspend Field Force Manager while you place your call.
To return to Field Force Manager after your call:

Select the Field Force Manager icon from the Main Menu

Note - While on a voice call, Field Force Manager will not collect or send GPS points.

12
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Field Force Manager Functions

Field Force Manager Menu

The Field Force Manager menu is the application starting point for Field Force Manager. It is the first screen that you

see once you have logged into the application.

>

To navigate to the Jobs Screen Select “Jobs” or press corresponding number

>

To navigate to the Forms Screen Select “Forms”

>

To navigate to the Locations Screen Select “Locations”

>

To navigate to the Messages Screen Select “Messages”

>

To navigate to the Timesheets Screen Select “Timesheet”

| Timesheets | 3 Messages 19 Forms = 5 Landmarks

% ¥

Settings Exit

13
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Jobs

Field Force Manager is able to receive job information that is dispatched from the Field Force Manager web portal.
This job information is displayed on your mobile phone and supplies you with valuable information that helps you get
your work done. The job functionality is available in the Basic and Pro packages and is different based on the package

selected.

Pro: Pro job dispatch from web portal to mobile user. The web portal user can look up and link jobs to known
Locations in the system, reducing data entry and errors. The Web portal user can view all jobs or a single job
on all maps. The mobile user can read details of job, call ahead to job contact and obtain audible and map

enabled driving directions to the job. The mobile user can update the job status to (Accept, Reject, In Transit,

Start, On Hold or Complete. Upon completion of a job the user is prompted with the job completion form.

Job List Screen

The Job List screen displays single-line summary information for each of the jobs that have been dispatched to you on
your phone.
To view detailed job information for a specific job:

1. Select it by pressing its number on your phone’s keypad, or scrolling to it and selecting the trackball.

2. Job titles will display only as many characters as can be displayed on-screen horizontally. To view the entire

job title, select the job from the list.

A @ = FIELD
@ 4 O foneter
January 03, 2012
nfa 9
e e 2Q
New .

14
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Job Summary Screen

The Job Summary screen lists high-level details regarding a job, including its current Status. From here, you can access

the Job Detail screen, the Job Status Reporting screen, and the Driving Directions screen.

>\

To retrieve detailed information regarding the jobs select “Details.”

>\

To add the job to your calendar, Click “Scheduled Start Time”

>

To generate turn-by-turn driving directions to the job select the job’s address.

>

To call the job contact click on the contact name and phone number.

204 Wil | £ 0 4 s

Jobs January 03, 2012

Job Summary

123456789
123456789

January 03, 2012

nja @
123456789 1 minute ago ()
123456789 New @

15
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Job Details Screen

The Job Details screen displays all of the information that has been dispatched to your mobile worker. This
information includes the customer’s name, the estimated time of arrival, expected duration, and a comments field.

[Comments field only available in Field Force Manager Pro package]

To return to the Job Summary screen, press the “Back” button.

Job Actions Reporting Screen

The Job Status Reporting screen allows you to report a change in your status to your dispatcher.

To report a change in status:
Select “Actions” as shown below. The Job Actions screen appears on your phone.

Note - Job status reporting is only included in the Field Force Manager Pro Package.

January 03, 2012
na 9

4 minutes ago (§)

Job Actions January 03, 2012

123456789
123456789

123456789

123456789 Viewed @

Action2
Job action not allowed

Action3
Job action not allowed

Actiond
Job action not allowed

16
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Mobile Job Create

Field Force Manager users now have the ability to create and start a job from their phone in case their Supervisor is
unable to dispatch the job from the web application.
To create and start job on phone:

1. Select Jobs from the FFM main menu.

2. Inthe next screen, select ‘Create a new job'.

January 16, 2012

3. Next, select the appropriate Job Type and fill out the job details and click Create.

Create New Job

Select Job Type

1Advanced ¥

17
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4. Now you will be prompted with a notification screen. Click ‘Start Now’ if you want to start the job. If you click

Later, the job will get added to your Jobs List and can be started in future.

= FIELD
L ® ~ i

January 16, 2012

& Start Job?

” Do you want to start Job now?

Start Now

18
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Locations

Field Force Manager lets you receive Locations from your dispatcher and request turn by turn driving directions from
your current location to the Location in both the Basic and Pro packages. In the Basic package direction will be text

based, in Pro the directions will be audible and map based.

To obtain driving directions to a location:
1. Select “Locations” from the Field Force Manager Menu.
2. Select the Location you want to get driving directions to.
3. Select “Show on Map” to view the location on the map or “Navigation” to get turn by turn driving direction
towards the location.

4, The system will now obtain your current location and request turn by turn directions.

~ = FIELD
B, @ < % MANAGER
Landmarks January 03, 2012
Location 94
589 Battlefield Pkwy. n/a@

FORT OGLETHORPE, GA 30742-3884

Show on Map

Location 96

589 Battlefield Pkwy. nfa@
FORT OGLETHORPE, GA 30742-3884 . .
Navigation

Location 97
589 Battlefield Pkwy. nfa@
FORT OGLETHORPE, GA 30742-3884

Location 98
589 Battlefield Pkwy. n/aQ

FORT OGLETHORPE, GA 30742-3884
FORT OGLETHORPE, GA 30742-3884

Shattuck
shattuck n,ra'Q Shattuck
= shattuck

- s

Note — To obtain the audible direction, you need to purchase VZ Navigator separately.

To delete a location from your mobile phone:
1. Select the Location you want to delete.
2. Select the “Delete” option on the screen.

Note - This will not delete the location from the web portal.

19
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Driving Directions
The Field Force Manager application provides driving directions based on your current location and the location of
your job or other destination. The type of driving directions differs depending on which product package you are
using.

Basic: Text Driving Directions

Select the Address from the Job or Location within the Field Force Manager application.

1. The application will request text driving direction from your current location to the address of job or location.

2. Use the Trackball to scroll down to view each step.
3. Press the Update button to request updated directions from your current location to the address.

4. Press Back button to return to the Job or Location address screen.

Pro: Audible Driving Directions
To access the driving directions navigate to your Job or Location.
Select the Address from the Job or Location within the Field Force Manager application.
1. The Driving Directions engine will start up.
2. Press Talk to hear the directions spoken to you.
3. Use the Trackball to view the next or previous turn.
4. Press Back button to return to the Job or Location address screen.

Note - If you are a Pro customer, then you need to purchase VZ Navigator separately. Contact your Verizon rep for
more details.

20
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Messages

The Field Force Manager application is able to receive messages that are sent by your dispatcher. These messages are
displayed on your phone and, after being read, can be deleted or stored for viewing at a later time. Field Force
Manager messaging is only one way, from the customer web portal to the Field Force Manager application and does

not use Verizon Wireless text messaging.

Message Screen

The Message screen displays summary information for each of the messages that you have received on your mobile

phone. Messages are sorted and displayed on screen in the order in which they were received.

To view the contents of a specific message, select it by pressing its number on your phone’s keypad, or by scrolling to

it and select the trackball.

January 03, 2012

21
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Message Detail Screen

The Message Detail Screen displays the contents of the message and details about the Sender.

To delete the message that you are currently viewing press the “Delete” button.

&4

January 03, 2012

Sender : User, Super
Sent Time : Oct 19 09:08 AM
Subject : Delivery

Deliver the boxes at the specified location by the scheduled time.

22
-____________________________________________________________________________________________________________________________________
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Timesheets

Field Force Manager lets you log your hours quickly and easily. Just select the appropriate timecard action from the
list, and Field Force Manager will automatically log the time and send the data back to the web portal. The

administrator may also add a form to the timecard actions to collect data associated with your hours.

To log your time:
1. Select “’Timesheets” from the Field Force Manager Main Menu.
2. Select “Start Shift” when you want to punch in.
3. Select “Start Break” whenever you take a break.
4. Select “End Break” whenever you go back to work.

5. Select “End Shift” when you’re ready to punch out.

IR % i 2O 4 % i

Start Break

23
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Forms

Field Force Manager allows you to complete your paperwork using Forms on your mobile phone. Forms can be
completed as a part of Timecards, Jobs or Standard Forms. Standard Forms are available from the Forms menu on the
mobile phone. The Administrator will create these forms from the customer web portal and assign them to specific
mobile workers.
To complete a form:

1. Select “Forms” from the Field Force Manager Menu.

2. Select the Form you want to fill out.

3. Enter avalue for each field

4. Use the track ball to navigate to the next field

5. Select “Submit”, once you have completed the form. The submitted form will immediately be sent to Web

Portal.

ﬁi@’dg‘ ﬁﬁ%ﬁ:ﬂ

Forms January 03, 2012

l Assistance Form
Use this form to send a request for assistance

l Assistance Form

Use this form to send a request for assistance

I Bathe

(Description Not Available)

I Courier service

(Description Not Available)

I Inventory Form

Allows a worker to enter the inventory id and quantity of inventory US.

24
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Multi Pictures and Signatures

Xora users now have the ability to capture multiple pictures and signatures per form on their phone. Company
administrator should create and dispatch the Form with the Multiple Pictures and Signatures capability to the field
workers.

1. Field workers only have to select the respective form which has the ability to capture multi-pictures or

signatures from the Form list on their phone.

oINS

JobFarmwithPIX

LengthyFieldsLengthyFields =
— " LengthyFields

| Mileage Form &

Form to capture mileage

' Mileage Form =

=" Form to capture mileage

2. Now click the camera icon next to Picture Capture.

Mobile Worker
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3. Camera starts up automatically on your phone. Press the Camera icon to capture the pic and enter notes and

press OK in the next screen.

Picture Preview

4.

5. Now you will be taken back to the Form page where you will get to see an attachment symbol along with the

number of pictures captured and attached to the Form. Once done, click Submit.

Mobile Worker |
pic (1)
Tap or Select to capture pictures
pic2

‘ Tap or Select to capture pictures

Note — Signature Capture is only supported with the Touch phones.

26




verizon

Barcode Scanning

Forms can also be complete using a bluetooth attached barcode scanner. When a user enters a form the phone will

begin listening for text and numbers to be sent from the Bluetooth attached device.
NOTE - Field Force Manager supports the Microvision ROV and Baracoda Roadrunner Bluetooth barcode scanners.

To setup the barcode scanner
1. Go to the phones Bluetooth control panel
a. Menu -> Bluetooth
i. Go to Setup and ensure Bluetooth is Powered On
ii. Go to Link to Devices
1. Turnon scanner
2. Phone will find the device, choose the scanner from the list
3. Enter 0000 for the Bluetooth Passkey
2. Enable Barcode Service preference in Field Force Manager
a. Go to Administration-Company Settings
b. Select “Enable Barcode Service”,
i. Select the correct type of Scanner
1. None
2. Baracoda
3. Microvision
ii. Save the change
3. Press * # on device to sync the setting.
4. Log out of app and back in to start the barcode service.
5. Upon starting the Field Force Manager software the application will prompt the user to connect to the
Bluetooth device, the user should choose "Yes”.
6. When a user enters a field in the application the barcode scanner will have the ability to scan a barcode into
the field. The barcode scanner will make a successful sound when successfully entering a field, and will make
an unsuccessful sound when the scan does not successfully enter data into the field.

NOTE - The Field Force Manager software will alert you if the firmware of your scanner needs to be updated.

27
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Supervisor Timecards

Field Force Manager Premium users have the ability to manage timecards for supervised employees. The supervisor
timecard module allows a supervisor to view all of their managed workers status and start shift, start break, end
break and end shift for workers. If the worker is configured to complete forms with their timecard, the supervisor can

also complete timecards for the workers.
How to perform Supervisor Timecards on device
1. Loginto mobile device. If the user has Supervisor role as configured above a new menu called Supervisor will

appear between Timesheet and Exit.

2. Select the Supervisor Menu.

19 Forms 5 Landmarks

Supervisor Settings

3. The screen will display all your crew members.

28



Managed Workers January 03, 2012

off Duty @
& Kelvin Smith 2 months ago (0

4. Now click on each worker and perform the Timecard actions for them (such as Shift Start/Break Start/Break

End and Shift End)

29
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Status lcons

The Field Force Manager application displays service icons in the upper right hand corner of the application
to allows users to easily understand the current state of the application. These icons are useful to

communicate issues during the troubleshooting process.

Status Icon Description
ﬁ Home

oA Good GPS
No GPS

Good Network Coverage

No Network Coverage

@ ® |

Barcode Scanner Not

Started

Scanner starting up

Scanner idle

Scanner working

Scanner idle - Error

Scanner Working - Error

30
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Options Menu

Selecting the Settings menu from the FFM main screen offers administrative and troubleshooting features.

o Device Summary

o View detailed device info under device summary

o This contains helpful information when calling customer support.
o Send Current Location

o This action sends out your current location to the FFM server
o Send Log to Server

o Send the log to the FFM server
o Advanced Options

o Clear Activation

A Reset the device activation on the device and the server.

A The device now resets the activation on the server as well, eliminating the need for a
web user to login and clear the activation.
A Same as the traditional nine 3’s functionality, however now the user does not need to
logout.
o Clear Record Store
A Clear all data stored on the device
A Same as the traditional nine 0’s functionality, however now the user does not need to
logout.
o Force Login
A Force the user to login upon the next application restart.
A This replace the traditional * 0 functionality.

A Useful if the login mode is set to automatic and you need to log another user in.

31
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Printing

Field Force Manager mobile workers can print our receipts to Bluetooth attached printers. The receipts are
printed from a job action when the user selects a job action that is configured to print a print string. Job

actions and print strings can be configured in FFM pro under job type configuration.

32



