FIELD FORCE MANAGER (FFM) / GPS PHONE UNIT

I. Introduction

I1.

Field Force Manager is a web base application that enables supervisory personnel to monitor
vehicles using their tough books and personal computers via the internet. GPS data collected
from vehicles equipped with mobile Barrage telephones is displayed using this application. The
application also includes an automated message feature known as an "alert" that can be triggered
by an operator's submission of a form.

All D.S.N.Y. Collection Trucks, Dual Bin Trucks, Salt Spreaders, Haulsters, and Flow and
Dumps are equipped with Mobile GPS Phones. District Officers are assigned GPS Phones and
Toughbook laptops. The Toughbook laptop can be used to monitor the FFM system remotely
from field locations.

Each Officer who is assigned a GPS Phone will be responsible for signing it in/out of the GPS
Phone Log (Form DS-232D).

All supervisory personnel are required to be in possession of their assigned GPS Phone and
Toughbook laptop while on duty.

Supervisory personnel have been trained on the use of the Toughbook and FFM System.

To properly maintain and effectively use the GPS Mobile Phones the following procedures will
be adhered to:

Operational Responsibilities:

Generic FFM accounts were created for each District to enable Garage Supervisors to log into
the FFM system and select all trucks that will be assigned to District functions for a particular
shift using the Group Filter function. When District Officer/s utilize the Generic Sign In and
Password it will allow other FFM users to log into FFM using their individual Sign In account
and select their preferred group filter without changing the District Generic group filter setting
that was previously set by the Garage Supervisor.

The 2400 to 0800 hours Garage Supervisor will instruct the assigned Garage Utility personnel
to start each truck that is scheduled to be assigned to day shift functions (0600, 0800, etc.) The
Garage Supervisor will visually check each GPS unit for proper working conditions (i.e., Proper
mode, any signs of physical damage, inappropriate images). After each truck has been checked
the Garage Supervisor will set the FFM group filter (Using the District Generic Account sign In
and password) to include each truck that will be assigned to a day shift function (0600, 0800,
etc.) Each truck must display a “Double Green” symbol @ «&# indicating that the trucks GPS
Phone is tracking properly. Trucks equipped with a functional GPS phone will take priority in
being assigned to a function. A truck will not be “Downed” for a non-functional GPS Phone but
will be considered as a working down.

NOTE: If a GPS Phone is not functioning properly the ITHelpdesk must be notified via
IThelpdesk@dsny.nyc.gov or (212) 437-4200 so a trouble ticket can be generated and SCAN

must be updated to reflect the down GPS Phone.
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iIl. Alert Forms

Every GPS phone is programmed with the capability of sending four (4) types of form reports to
various supervisory personnel.

The reports are:

1) DSNY Accident Form

2) DSNY Obstructed Route

3) DSNY Stuck Truck

4) DSNY Salt Form (Only available on spreading equipment GPS Phones)

NOTE: Currently there are two (2) send functions that can be selected on the GPS phone to
send the forms via E-Mail, “OK” and “Done”. Once either of the two (2) options are selected the
user need only select it once and the form will be sent. DO NOT select the option more than
once because each time the option is selected a form will be sent to various recipients at
Headquarters, Borough and District levels.

DSNY Accident Form

An accident form will be sent when the vehicle being operated is involved in an accident. The
driver and/or passenger (if applicable) will select the “Accident Form” option and press ok. A
personal injury option will appear with a question “Select Y/N”. If there is personal injury then
select (Yes) if there is no personal injury select (No) and press “OK”. When the “OK” function
is pressed the form is automatically sent to selected supervisory personnel. The Form Report
will list the Truck #, District #, GPS Phone #, Time submitted, and Location. Once the message
is received by supervisory personnel, the District Superintendent or the Night District
Superintendent will immediately contact the involved personnel by using the Push -to-Talk
function on their assigned GPS Phone. If communication cannot be established by using the
Push-to-Talk method than an alternate communication device such as Two Way Radio, Cell
Phone, etc. should be used. If communication is not established by using any technical device
then supervisory personnel should be dispatched immediately to the location as listed on the
Form report.

At no time should a Form Report be sent while the vehicle is in motion.

DSNY Obstructed Route Form

An Obstructed Route form will be sent by the operator of the vehicle or the passenger (if
applicable) when a block face cannot be serviced due to an obstruction (i.e., abandoned
vehicle(s), down power lines, NYPD/FDNY activity). The driver and/or passenger (if
applicable) will select the “Obstructed Route” Form option and press “Done”. When the “Done”
function is pressed the form is automatically sent to selected supervisory personnel. The Form
Report will list the Truck #, District #, GPS Phone #, Time submitted, and Location. Once the
message is received by supervisory personnel, the District Superintendent or the Night District
Superintendent will immediately contact the involved personnel by using the Push -to-Talk
function on their assigned GPS Phone. If communication is not be established by using the
Push-to-Talk method then an alternate communication device such as Two Way Radio, Cell
Phone, etc. should be used.

At no time should a Form Report be sent while the vehicle is in motion.
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3. Next, line up the front of the laptop with the two hooks on the front of the dock (side that
would be closest to the driver).

4. Then slide the laptop into place on the connector and back hooks, and lock into place. *Do
not force the locking mechanism; if you are forcing the mechanism, you have not seated the
Toughbook properly.

V. Inventory and Control;

The Borough Operations Superintendent will be responsible for assigning a GPS Phone log
(Form DS-232D) to each district under their command. The purpose of the log is to keep track
of all GPS Handheld Phone units and Toughbook Laptops assigned to each district. Each Officer
will sign the GPS Phone unit out at the start of their assigned shift and back in at the end of their
assigned shift. The Garage Supervisor will be responsible for checking the accuracy of the GPS
Phone Log (DS-232D) at the beginning and end of their shift.

VI. Preventative Maintenance / Equipment Checks

District Superintendents and Garage Supervisors are required to check the FFM system at the
start of their shift and spot check it periodically during the course of the work shift.

All trucks that are assigned to a function on all shifts will be checked and periodically monitored
for a functioning GPS Phone. All other equipment equipped with a GPS Phone will also be
checked on the FFM system to determine when the last time it had a GPS signal.

If a vehicle is displayed with a “Double Red” symbol for up to one week this would most likely
indicate something is wrong with the phone or the phone is missing.

An immediate check of the vehicle must be performed. After checking the vehicle and
performing the basic troubleshooting, an IT Helpdesk trouble ticket will be submitted, if
necessary, by either the District Superintendent or the Garage Supervisor. The district will
maintain a file with the IT Helpdesk ticket information and follow up on the necessary repairs.

Borough Operations Superintendents must ensure that GPS phones in spreading equipment are
checked at least once per week for functionality during the winter season and once per week
during the off- season and non-snow events to ensure that devices are secured. The device will
also be inspected as needed prior to deployment and following vehicles use.

Borough Operations Superintendents are expected to monitor the FFM system for any long term
non-tracking phones and take the necessary steps to correct the problem. User questions
regarding both the FFM and the barrage device should be made to the IT Helpdesk via Email
ITHelpdesk@dsny nyc.gov or telephone (212) 437-4200, only after reviewing basic
troubleshooting steps.
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All GPS Phone Repairs will be reported to the IT Helpdesk by Email
(ITHELPDESK@DSNY.NYC.GOV) or by phone at (212) 437-4200 and SCAN must be
updated to reflect the down phone.

Disciplinary action may be taken against supervisory personnel who fail to check a vehicle
and submit a repair ticket within the required time period as listed in the above paragraph.

VIII. Missing / Physical Damage Reporting Procedures:

If it is discovered that a GPS Phone is missing or physically damaged due to vandalism the
Borough Operations Office must be notified immediately. The Garage Supervisor will verify the
claim and notify the Borough Operations Office with the preliminary information. The Police
Department will be notified by the Garage Supervisor and a police report will be submitted along
with an Unusual Incident Report to the Borough Operations Office. The Borough Operations
Office will submit the Unusual Incident through proper channels to the Bureau Operations
Office.

If it is determined that vandalism was the cause of damage or theft was the cause of any missing
item then an Unusual Incident Report along with a Police report will be submitted to the
Borough Operations Office:

e Broken/ missing lock box

e Broken / missing wiring harness

e Broken / Missing pedestal

IX. Reporting guidelines are as follows:

e A GPS phone that is reported broken, missing, lost/stolen will be reported to the Borough
Operations Office who will then notify the IT Helpdesk. The phone will be replaced with
a Borough “Cold Stock” phone by following the GPS Phone Swap procedure.

e Broken hardware such as the mounting pedestal or wiring harness will be reported the IT
Helpdesk.

¢ Training and/or additional training requests will be reported to the 1T Helpdesk.

e Any technical questions or guidance on the use of the GPS phones or FFM can be
reported to the IT Helpdesk.

e  When vehicle ownership is changed by the Equipment Operations Office the GPS
Support Team must be notified by Email.

When vehicle ownership is changed, the following information must be made available to
the GPS Support Team so necessary changes can be made in the FFM System:

e Truck Number

e Old District

e New District

e GPS Phone Number

All GPS Phone Repairs will be reported to the IT Helpdesk by Email
(ITHELPDESK@DSNY.NYC.GOV) or by phone at (212) 437-4200 and SCAN must be
updated to reflect the down phone.




X. GPS Phone Condemnation Process:

When a vehicle that is equipped with a GPS Phone is condemned the garage supervisor is to
remove the phone immediately and return it to their respective Snow Office. The Borough
Operations Superintendent will make arrangements to deliver the phone to the Bureau
Operations Equipment Office to the attention of the A/C of Equipment. The equipment office
will then enter down code GAVL which will remove the phone information from SCAN for the
condemned vehicle and make the phone available to be installed in another vehicle. In addition
when a phone is broken and swapped out GPS down code G999 must be entered into scan
stating that the phone has been disposed of otherwise the phone will still be carried in our
inventory.

XI. Reference Material

FFM User Guide

Motorola Barrage Model V860 “Quick Note” Reference / Troubleshooting Guide
GPS Phone “Quick Note” User Guide

GPS Phone Swap Sheet (Must be Emailed to the ITHelpdesk)

FFM Geo Fences (Viewing District Boundaries)

NOTE: All field officers are also reminded to be aware of Department messages issued weekly
pertaining to FFM, GPS, and Toughbooks.



