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

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

Traffic Control Dispatch Program Options 

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

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

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

 

The Alpha Traffic logo that appears on the Traffic Control Dispatch site will 
be replaced by your own company’s logo when your site goes live. 
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Introduction & Guidelines 

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

Guideline: Avoid the Back Button 

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

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

 

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

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

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

 

Timeouts, Multiple Tabs & Windows 

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

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

Traffic Control Dispatch’s timeout is set to 30 minutes. However, if a browser window is still 
open, most pages on the site will “automatically refresh” after 25 minutes. By this means the 
login is kept alive (i.e. it doesn’t time out too quickly) and, at the same time, if the browser is 
closed, the web site will be able to release the login’s memory. Importantly, some pages are 
data-entry forms with a submit button, and the refresh will clear any edits.  
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Guideline: If you want to have 2 browser windows open, open one window in one 
browser (e.g. Chrome) and the other window in a different browser (e.g. Firefox or 
Edge)  

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

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

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

 

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

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

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

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

Blue links on each page provide one-click navigation 

 

For example, on the Employee Details page: 

• Click Employees to see the list of employees. 

• Click Notes to see the recent notes for this employee. 

• Click New Employee Message to display an onscreen reminder note for this employee. 

• Click Edit Details to change employee record information. 

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

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

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

• Click the Send Text link to send a text to the employee. 
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Daily Book 

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

 

A day without jobs will appear as shown below.  

 

• Click the “Create New Job” link to add a new job. 
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What’s on the Book page? 

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

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

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

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

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

 
 
 
 
 
 
 

 
Cancelled dispatches (PINK) 
 

Jobs that are ready (GREEN) 
 

Incomplete dispatches (BLACK) 
 

Daily Notes 
 
Employee Texts 
 
 

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

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

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

• Click the BLUE Address field to view job details.  

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

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

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

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

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

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

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

• TCP – Traffic Control Person 

• LCT – Lane Closure Truck 

• HWY – Highway Truck 

• CR – Crash Truck 

• OT – Other Trucks 
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Jobs 

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

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

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

 

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

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

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

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

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

 

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

o Click the Google Maps link to confirm the job location. 
o Click the Send links in the Employees grid to notify employees by text. 
o Select a resource and update statuses by clicking the Notified, Confirmed, and 

Complete buttons. 
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Job status displays are the similar to the Book screen 

• Jobs that are ready have a GREEN date and start time.  

• Click the BLUE Address field to view job details.  

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

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

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

To copy a job: 

• Open the job from the Jobs page or from the daily Book. 

• Click the Copy link on the job details page. 

 

To copy all jobs – or just recurring jobs – on the Book page, see Copy Jobs. 
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Create a Job 

Creating a job is a 5-step process: 

• Step 1 – Select the customer 

• Step 2 – Select the customer/job contact 

• Step 3 – Enter job information 

• Step 4 – Assign resources  

• Step 5 – Confirm job ready (completely dispatched) 

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

Step 1 – Select the Customer for a New Job 

• Click the Create New Job link from the Daily Book or from the Jobs page.   

 

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

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

 

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

Step 2 – Select the Customer/Job Contact 

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

 

• Select the job contact, and click the Submit button. 

A “Main Contact” choice appears – plus any additional contacts that have been added 
for the customer – will appear in a drop-down list, with the “Main Contact” being the 
default.  
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For example, the dropdown shown here has two entries – “Main Contact” and “Gordie”.  

 

When I choose “Main Contact”, and click the Submit button, the Contact appears as 
“Wade” on the Add Job screen because the Main Contact for this customer is “Wade”. 
The Main Contact comes from the Contact list for this customer.  

• If a contact doesn’t exist, you can enter the contact’s name. It may be worthwhile to 
add phone numbers at this stage, although only the name is required. 

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

Step 3 – Add Job Requirements 

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

 

Notes: 

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

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

• Select the City from the dropdown list. For consistency of reporting, cities must be 
selected from the list that is maintained from the Main Menu. 

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

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

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

• Other properties for a job (e.g. Radios, Plans, Arrowboards, Tires, Chains, etc.) may 
also be selected. This information may be useful when reviewing jobs on the Book page.  

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

 

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

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

Step 4 – Assign, Notify, and Confirm Resources 

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

 

Note:  

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

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

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

 

• Click the shift time for which you want to add a truck driver or employee.  

In the screen above, click the link in the red box to add a truck driver for the “0800” shift.  

Click the link in the blue box to add a TCP. 

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

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

 

You can see that Jeff B and Ronald A are drivers and are available today. 

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

• Click “SELECT =>” to add an employee to this job shift. 

The program will display the Employee screen to add more details. You can see in this 
case that the employee has been added as a driver – LCT. 

 

• Click Submit to add the employee to the job. 

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

 

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

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

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

 

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

• Employee responses appear in the Confirmed column or the Declined column – or you 
can select the row and click the Confirmed button. 

Employee Notification – set manually using the “Notified” or “Confirmed” button 

To show that an employee has been notified and confirmed – for example, by phone or in 
person – use the Notified and Confirmed buttons on the Job Details screen. 

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

 

• To remove an employee from the grid (for example, if they declined), click the button at 

the end of the line  
You can then choose a new employee using the Add Truck Driver 

and Add Body links. 

The following grid shows two confirmed employees. 

 

Truck Assignment if assigning trucks and drivers separately 

 

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

The following screen will appear. 

Click the Reset Filter link if the list displays fewer trucks than you expected. 
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• Select the truck you want by clicking “CLICK HERE TO SELECT =>”. The next screen 
will appear. 

 

• Click Submit to add the truck. 

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

Examples of Alpha job with Truck and People assigned  

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

• The job following job shows that a truck and employees have been scheduled.  

 

• The next image shows that employees have been notified and have accepted the job. 
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• Cancelling a job will cancel the assignments.  

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

• When a job is complete (later in the day), the employee may be “on call” (available for 
more jobs that day) or “booked off” (N/A for the rest of the day). 

Notes: 

• The start time links will appear until all people have been assigned.  

• There are separate links for each start time. 

 

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

 

• When selecting an employee for a job, warnings will be displayed for employees that are 
already assigned to a job or that cannot be selected because their TCP certificate has 
expired. 

Return to the Book page 

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

 

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

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

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

When all jobs are Green – you’re done! 
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Let’s review the status colours on the book screen: 

 

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

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

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

• Click the BLUE Address field to view job details.  

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

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

• The “Trucks” column lists all trucks assigned to a job. 

o RED names show the truck is not confirmed – or not assigned a driver. 

• The “Employees” column lists all employees assigned to a job.  

o RED names show that employees have not been notified. 
o ORANGE names show that employees have not confirmed. 
o BLACK names are confirmed. 
o YELLOW highlighted names show that the employee’s assignment is completed. 

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

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

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

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

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

Traffic Control Dispatch lets you copy all jobs or a sub-set of jobs from one particular day to up 
to seven future days. The program also copies all existing truck and employee assignments for 
each job.  

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

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

 

To copy all jobs or all recurring jobs to one or more new days 

• Go to the Main Menu. 

• Click the Copy <company> Jobs button. 

 

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

 

o You can choose to copy only the jobs marked as recurring. 
o You can also choose to mark trucks and employees for all copied jobs as “Notified” 

and “Confirmed.” 

• Click the Next button, and then choose the days to which you want to copy jobs. 
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The program lets you copy all jobs to the next 7 days, and, also, providing these options:  

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

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

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

 

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

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

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

 

Notes: 

• Employees in YELLOW are working that day for Alpha. 

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

To book off an employee or put them on call: 

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

         OR          

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

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

 

Notes regarding the “On Call” status 

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

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

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

So, when looking for an employee who is available for a job, the o/c “overrides” 
the “At Job Today.”  
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To remove a booked-off or on-call status for an employee: 

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

call status from the Assignments page   

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

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

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

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

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

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

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

• Click the Submit button in the Daily Note screen to return to the prior screen. 
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Night Dispatchers 

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

This allows on-call night dispatchers to address emergency issues – such as police requiring a 
flagger or 2 to handle an accident scene, or to handle problems on night dispatch jobs. 

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

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

 

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

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

 

• Fill in the form as follows: 

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

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

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

o Specify the shift hours – such as 0000 to 0800 or 1700 to 2359. 
o Specify the first and last days of the shift. 

Note that the first and last dates are both labelled “Start” date. This is because these 
dates are the start dates of the first and last shifts. 

For a night dispatcher, their shift will often start on one day (e.g. at 2200) and end 
the next day (e.g. at 0500).  

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

Notes: 

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

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

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

 

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

The Employees list appears as follows: 

 

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

 

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

 

• To view an existing employee’s data, click on their first or last name in the table. 
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• Click the “Edit Details” link to change any of the details. 

  

To add a new employee record: 

• Select Employees from the top menu. 

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

 

• Fill in the information on the form that appears. 

Notes regarding specific Employee fields: 

o Code:  Enter a code for the employee – like SMITHB, CHUCK. 
o Status:  Change the status of employees to inactive or terminated, if necessary. 

(See Settings Records "Inactive" and Reactivating Records for more information.) 
o Skill Level:  Select the skill level of the employee.  
o Drives:  Select a truck from the dropdown if the employee is assigned a particular 

truck. Use the “Find” field if the dropdown has too many trucks. 
o Primary Phone:  Choose the phone number that will be sent texts. 
o Assignment Colors:  The choices are None, Important, or Other ( ). 

This choice changes how the city field appears for the employee on the Employee’s 
page and Assignments page – for example: 

 

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

page. 

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

 Add or delete notes attached to the employee, both ad-hoc notes and notes related 

to jobs – such as booked-off or on-call periods.  

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

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

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

 Documents attached to this employee. (Click Add New to upload a new document or 
click Link Existing to add an existing document to the employee record.) 

 

Booking Off Employees and Adding Notes 

You can book off employees using the Notes section of the employee record. To put employees 
on call, go to the Assignments page. 

Booked off employees are highlighted in PINK on the Assignments page shown below. You can 
also add a “tag” – like “Comp Time” or “Mat Leave” to describe the leave. (The screen also 
shows on-call employees, marked with “o/c”. See Assignments for more information.) 

 

 

 

 

 

 

 
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To book off an employee or to add notes: 

• Select the Employee by clicking the first or last name on the Employees page. 

• Click the link to add a note. 

 

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

                    

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

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

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

                      

• Click the button at the end of the line to delete the note – and remove the booked off 

status from the Assignments page  (You can also remove on-call status notes on the 

Assignments page – see below.) 

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

• Go to the Assignments page (see Assignments). 

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

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

You can send a text at any time to employees from the Employee Details page. 

• Select the Employee by clicking the first or last name on the Employees page. 

• Click the Send Text link to send a text. 

 

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

 

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

 

Broadcasting Texts to Employees 

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

 

• Use the Filter link to select employees for the broadcast. The filter provides an extensive 
set of selection criteria – in the above case filtering for “Workdays” in messages. 
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• Click the “Broadcast Text to Filtered Employees” to compose the text broadcast. The 
form lists all employees that will receive the text. If the list is not correct, click Cancel, 
and reselect the Filter criteria. 

 

• Click the “Send Broadcast…” and WAIT until the texts are sent. 

NOTE:  

• WAIT for a response! This should take a few seconds. If you press the Send button 
again, it will send the broadcast again. 

• Employees MUST have the “Broadcast To” option checked, and they must have a 
telephone number – as well as meet the Filter criteria – to get a text message. 

 

• Uncheck “Broadcast To” to opt-out individual employees from text broadcasts. 
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Trucks 

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

 

• Click the Trucks link in the “top menu” to view the following list of trucks. 

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

 

• Use the Quick field to search for a truck. Type the name or partial name and click Go. 

• Click a column heading to sort the list by that column. 

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

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

• In the sample site, trucks are LCTs (lane closure trucks). Your system can have more 
truck types with different truck names and abbreviations – such as buffer trucks (BFTs), 
transport trucks (TT), or Other. 

The Truck Details screen appears as follows: 

• Click the Edit Details link to change truck details. 

 

For example, to change the driver: 

o Click Edit Details. 
o Choose a new driver from the dropdown (or type a name in the Find field, and then 

choose from the filtered dropdown). 
o You would also change the “Name” to match the new driver’s name. 
o Click Submit at the bottom of the screen. 
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• Click the Truck History Report link to see all the activity, for a range of dates, for a given 
truck. (Click Cancel or Submit to close the Edit screen.) 

 

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

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

 

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

The Customers list appears as follows: 

 

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

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

 

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

 

To add a new customer record: 

• Select Customers from the top menu. 

• Click the “Create New Customer” link near the top of a page.  
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• To view an existing customer’s data, click on the customer’s name in the table. 

  

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

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

  

You can also choose to edit the following customer items: 

 Customer contacts 

 Notes attached to the customer  

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

 

 

 

 

 

 

 
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Traffic Management Plans 

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

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

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

To create a new traffic management plan: 

• Select TMP Jobs from the Main Menu or from the top menu bar. 

 

• Click the Create New TMP Job link. 

 

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

 

• Fill in the information on the TMP Job Details screen. 
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• Enter the customer, address, PO number, and project number, then click the Submit 
button. 

The following screen will appear, letting you create a dispatch job and add more 
information. 

 

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

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

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

• Create a new pay period. (See the next section on Pay Periods for details.) 

Pay periods include a start date and the number of days in the period (such as 14 days). 

• Add employees to jobs. 

Jobs include the start time for employees’ shifts.  

• Employees text dispatchers when their shifts are completed. 

The results appear as start and end times on the Time Entries page. 

          

• Supervisors are sent employees’ time entries for signoff. 

A signed off entry looks like this in the Time Entries grid. 

 

• You can view time entry reports in Excel, and you can creatre a time entry spreadsheet 
that can be imported by Sage 50. 
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Pay Periods 

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

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

 

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

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

To view the current pay period: 

• Select Pay Periods from the Main Menu. 

 

• Click the Time Entries link to view the tme entries screen with the current employee 
hours. 
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Documents 

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

 

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

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

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

 

• Click the Documents link to view the documents and daily notes. 

Click the Reset Filter link if the list displays fewer notes/documents than you expected. 

 

• Click the Name field to view and edit document details. 

• Click Daily Notes to view – and add – daily notes.  

To add a new document to Traffic Control  Dispatch 

• Click Create New Document to add a new document. 

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

 

• Click the View link to view or download the document. 
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Linking documents to a job or employee  

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

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

You use the Job Descriptions menu choice to add new job descriptions to the list. (Typically, 
only admin users or “head dispatchers” have permission to do this.) 

To add new job descriptions: 

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

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

 

• Click the Create New Description link to add a new job description to the list. 

 

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

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

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

To add training records: 

• Select Training from the top menu. 

 

The Training screen appears, listing all available training in the grid. 

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

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

 

• Fill in the Add Training form and click the Submit button. 

 

To add training to existing employees: 

•  Select Training from the top menu. 

 

• Select the training that you want to add to employee records. 
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• Click the Add button to open the list of employees. 

 

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

 

• You can then add another employee. 
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Orientations 

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

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

To add orientation records and link employees: 

• Select Orientation from the top menu or from the Orientations button on the Main Menu. 

 

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

 

• Fill in the Add Orientation form and click the Submit button. 

 

To add orientations to existing employees: 

•  Select Orientation from the top menu. 

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

 

• Click the Add button to open the list of employees. 
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• Select an employee that attended the orientation session. 

 

• You can then add another employee. 
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Skill Levels 

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

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

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

To add new skill levels: 

• Choose Skill Levels from the Main Menu. The following form appears. 

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

 

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

 

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

You can now assign the new skill to employees. 
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Cities 

Dispatchers choose cities from a dropdown list when they create new jobs to ensure 
consistency in reports. 

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

To add new city names: 

• Choose Cities from the Main Menu. The following form appears. 

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

 

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

 

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

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

Click the Show Graph button to display the graph 

 

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

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

 

Spreadsheet format or PDF (Adobe Reader) 

Many reports are available as a spreadsheet (CSV) or in PDF format. You choose the report file 
type when you specify the report options.  

                       

Open immediately or email 

You can open reports immediately – as a spreadsheet or PDF – or email reports in either 
format. The email feature lets dispatchers send reports to management or HR personnel who 
don’t have access to the dispatch system. 
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• Click the PDF icon to open the PDF file. If you selected “Excel – csv” as the format, the 
PDF icon will be replaced with the Excel icon. 

 or  

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

Reports include a number of filters – for example, the Dispatch Book report for Alpha lets you 
select by customer and select the date and report order.  

It then lets you create a spreadsheet that you can display immediately or email to any recipient. 
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Change My Password 

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

To change your password: 

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

 

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

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

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

To change your settings: 
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Appendix 1 – Setting Records “Inactive” 
and Reactivating Records 

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

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

By default, record filters display only Active records  

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

 

Note the Filter at the top of the Employees screen. The green text shows the current filter 
settings.  

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

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

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

 

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

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

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

 

To change the status: 

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

 

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

• Change the status to Inactive, and then click the Submit button on the screen. 

 

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

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

 

• Notice that the list now says there are 10 employees, where before it listed 12. 

Change the filter to view Inactive and Terminated employees: 

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

You can deselect the Active checkbox to eliminate all active employees from the display. 
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You can now see the employees that we just changed. 

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

Change the status back to active: 

For each employee that you want to change. 

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

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