Tech Tip Tuesday—October 13, 2020

Employee List—Alert Message/Suspend Chauffeur
Back in December of last year, we had a Tech Tip that gave an overview of Employee List.

In this Tech Tip, we’ll cover how you can make a message pop up for your dispatcher every time a trip is

assigned to that chauffeur—or even make it impossible to assign that chauffeur to a trip in the first
place.

As a reminder, you get to Employee List through the menu below:
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Once there, select the chauffeur you want to add the note or suspend, and click on Edit.
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Navigate to the Option tab, and in the right box, type in the message you want to appear.



Restriction Incident
Alert Message In Chauffeurs Selection List

g | pewa |
Chauffeur Time Manager [ Employee Time Sheet Option

out

View & Manage Shift Schedule

View All Shift Schedules

View & Manage All Shift Schedules

View All Sign-In & Sign-Out

View & Manage All Sign-In & Sign-Out

Attributes

{ | Our records show your drivers license is expiring soon. Please stop by with a copy of
" | your current license.

And Prohibit Chauffeur from being assigned to trips

7] Active ‘r/ ok 1‘ ‘r@ Cancel 1|

If you want to completely restrict the chauffeur from being able to be assigned any trips, then check the
box at the bottom right of this window.
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Now, when your dispatcher attempts to assign that chauffeur to a trip, the message will pop up.
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After clicking OK, the dispatcher can then assign the chauffeur if not prohibited. If prohibited, the
chauffeur appears in red on the list, the message still pops up, but can’t be assigned.



