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ﬁl’h FTA Customer Data Uploader
4

User manual of software version 8

This manual has been produced to instruct you in the use of the FTA CDU for the
download and upload of digital data from both the driver card and the vehicle unit as well
as for uploading scanned images of tachograph charts. Screenshots have been used to
enable you to work around the system in the easiest way possible.

The system is designed to work on a pc or laptop which is operated by Windows 2000,
XP andVista and is internet enabled.

Installation will be carried out by a member of FTA staff. Should you have any queries
following installation please do not hesitate to contact the number provided at the end of
this document.

Getting started

Prior to using the software please ensure that FTA has been given details of vehicle
registrations, driver names, and driver licence numbers. This allows the system to recognise
the drivers’ data once it is uploaded to FTA's servers. Subsequent new drivers can be
added through the CDU.

Arrangements should also be made at this point regarding the type of reports required and
frequency and delivery method of the chosen reports.

Opening CDU

Plug in your driver card reader.Version 6 onwards will allow for multiple card readers to

be used. If this option is required ensure all card readers are plugged in prior to opening
CDuU.

Double click on the CDU icon as pictured below.

Customer Data
Uploader




This will produce the following screen.
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Home page tab (shown above)
The software always opens up with the home page in view to draw the users’ attentions to
any messages aimed at them specifically (Member Messages) or all users of the software

(Global Messages).

Licence/Card Renewals Due displays drivers who have expiring licences that need renewing
— Driving Licence, HGV Licence and Digital Driver Cards.

Other useful links and numbers displays link direct to Shopfta and new ‘web reporting’

services website (currently under development).

The number of FTA's T Support team — this is the number to call for any support required
for the software.



The toolbar

DU

File View Tools Reports Chat Admin Help

File

Click here to find the exit option.

View

Click here to activate the different screen views by ticking/unticking. These will be
remembered the next time the software is started with the exception of the Driver

Calendar View. This version of the software allows for multiple driver calendars to be
opened simultaneously.
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Tools/settings/general

This is where the General settings can be viewed. The location option allows a location to
be set against the CDU, tagging any driver card or tachograph chart files with the name of
the depot from where they were uploaded. This does not effect the depot location of the
driver, for example a driver based in Mitcham may download his data at a CDU based in
Tunbridge Wells. The card file would be tagged as Tunbridge Wells but the data would be
set against the driver in the Mitcham depot, provided this is not the first time the card has
been uploaded.
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Tools/settings/scanning

This is where the Scanning settings can be viewed and is also where the supported scanners
are displayed and allows the user to select the scanner model they will use for scanning.

x
Geresal [Scannig |
Select the scanner pou s cuttently using from the kil of suppored scanners below.
Suppoded Scannerz [ Panasoric KV-52MEC 450 280 260 Clew I

Panasorsc KV-51025C KV-51000C
Panasoric Kv-5200C 52040

The scarning and anslysis parameters below canrol be edied from COU,

| Walse
GLA False
GreerFiter 108060504030 250200501,00150018.0.21,0.24)0...
FledFites 1.0806.050403,025.02018015030.34.037.0.390....
Theeshold 03
FroniRanges B4ECEY
BackRangs: BASCCE
Colours DOTCS0FF
Basefadus M5
UppseeLirat 15
LowweeLirna: 2
Tolerance 2
AnalysisFangss 1,7.10,16.18,24
AruytisThietholds 7.21510,15
Brighiress 4
Contiaat 2
Papewidth 563
PageHesght 454

Tools/connection

This section will be set up at the point of installation if a proxy server is used.

Tools/login

Login will be carried out by the installer. Each member will be given a password to use with
their member number to enable them to use the CDU. Prior to entering the login details.

Tools/admin site

Clicking on this will redirect to the FTA web-based admin site where Group/User settings
can be managed.

[Refer to the Instructions for use of FTA’s Customer Data Upload Web Mode Set Up.]



Reports/driver uploads report

Selecting this option will bring up the parameters in which this report will follow enabling
the user to choose the location and start date parameters.

Please specily the following parameters:
Locsion | ITTRSOPTS |
StatDate |25 Febuay 2009 =
EndDate |25 Mach 2009 =]

[ ok | conce |

Once the parameters have been set the following report will be produced.
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The report can be printed, exported to a location on the user's computer or simply
closed.

The report itself will allow the driver uploads to be monitored to ensure they are complying
with the upload guidelines and shows Last TC (Tachograph Chart) upload date and Last
DC (Driver Card) upload date.



Reports/vehicle uploads report

Selecting this option will bring up the parameters in which this report will follow enabling
the user to choose the location and start date parameters.

Please specify the following parameters:

Locaion TSI |
StatDate |25 Febuay 2009 x|
EndDate |25 March 2003 =

[ ok | conce |

Once the parameters have been set the following report will be produced.
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The report can be printed, exported to a location on the user's computer or simply

closed.

The report itself will allow the vehicle file uploads to be monitored to ensure they are
complying with the upload guidelines and shows Last VU (Vehicle Unit) file upload date.



Reports/tachograph chart errors report

Selecting this option will bring up the parameters in which this report will follow enabling
the user to choose the location and start date parameters.

Please specify the following parameters:
Locaton TR |
StatDate |01 August 2006  ~|
EndDate [26 March 2009 =]

ok Cancel |

Once the parameters have been chosen the report will be displayed.
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The report itself will show errors for tachograph charts by date and driver with any relevant
comments from the analysts.



Reports/awaiting data report

Selecting this option will bring up the parameters in which this report will follow enabling
the user to choose the location and start date parameters.

Run Report
Pleaze specify the following parameters:

Location | Tunbridge Wells |
StatDate |04 Juy 2006 x|
EndDate [26 Mach 2009 =

o ] cowe |

The report itself will show where ‘awaiting data’ flags have been set up for which drivers
and which dates.
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To see how to add ‘awaiting data’ for drivers see page 40.



Downloading driver cards/outbox

Insert the driver card into the slot ensuring that the chip goes in first and is facing in the
direction of the lights on the reader.

The card reader will start to auto read the card. If multiple card readers are used as cards
are inserted they will also auto read.

Please note if the card reader is plugged in after the CDU has been opened the card will
not read. In these circumstances close the CDU and re-open it so auto read is activated.

As the card is downloaded to the CDU the green light on the card reader will flicker red
and green.The progress of the card reading will be shown as illustrated below.
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When the card has been read the driver should simply remove the card from the readen.

Once the card has been downloaded a‘dc’ file will appear in the out box shown below.
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The file can now be imported to a location of choice on the computer being used, deleted
if not required or viewed.

To upload the driver card file simply click on it to highlight and then select Upload To FTA
button in the bottom left-hand corner of the screen.

If several cards have been uploaded and all the files are shown in the view, by not highlighting
any files, when you click on the Upload To FTA button, all files shown in the view will be
sent.
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Downloading the VU data/outbox
Plug the USB cable provided with the FTA Vehicle Unit Download Device into your pc or
laptop.

Connect the download device to the cable using the socket on the side of it. Your pc will
pick this up automatically. Ensure the memory card is inserted in the download device.

Click on and the following screen will appear.
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Using the scroll down button here will reveal various options.

Select Removable Disk to display the following screen.
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Double click on the ‘Digidown’ folder to reveal two more folders called ‘card’ and ‘wu'.
Double click on the VU folder to open it and reveal the download files as shown overleaf.
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Select the file or files that you wish to ‘import’ into the CDU software. The most recent
download will have the highest number attached to it. In this example it would be vu000003.
esm. Click on on the bottom right-hand side of the screen. This will import
the data into the outbox of the CDU as shown below.
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The file will show the vehicle registration, the unique file number made up of the date, and
time of the last activity on the digital tachograph at the time of download. In this example
the last date was the 08/08/2006 and the time was 12:36 (UTC time).VU preceding the
file name stands for vehicle unit.

The date and time of import into CDU is given at the end of the line.

To download card data from the FTA Vehicle Unit Download Device follow the same
procedure as described for downloading VU data, selecting the card folder as opposed
to the VU folder: Again the most recent card downloads will have the highest number

attached as shown below.
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My Recent

In this example cd000002.crd is the most recent file. Click on the button on the bottom
right-hand side of the screen to import the data into the CDU.



Deleting a file
Files may only be deleted from the Outbox.

To delete such a file, highlight it by clicking on it and press the Delete button on
the bottom left-hand side of the screen.

Archive

Once the file has successfully uploaded it will be displayed in the Archive as illustrated
below.
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To view the data for a driver/vehicle simply open up the archive tree on the left-hand side
of the screen by clicking on the (+) symbol and this will collapse the archive tree down
to the sub sections of drivers/vehicles. Press on the (+) symbol next to driver/vehicle to
see the individual drivers/vehicles that are held within the archives and then (+) next to
the driver/vehicle to see the files that are present. Then select the date displayed and the
file name will appear within the main body of the archive section and can be selected by
double clicking on it and will be displayed as shown overleaf.
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In the Tachograph File Viewer the trace, back and centre field sections can be viewed by
selecting the appropriate view tab option.



New driver/agency driver card upload

When a driver card is uploaded by your company for the first the following screen will
appear.

hewprver x|

1 This is the First time a file for Krista 120 Maidis 120 has been uploaded to your member account.
Is Krista 120 Néidis 120 an agency drivar?

If the card belongs to an agency driver select Yes. The data will only be uploaded to your
archive and not to FTA therefore no cost will be incurred, though the drivers and calendar

view dates for analysis can be purchased.
If the driver is simply a new driver to the company click no and continue as normal.
Home page

The home page is a new view for version 8 of the CDU.This is where messages relating
to the CDU will be displayed.

Member Messages — are messages for the individual member.
Global Messages — are universal messages for all users of the CDU.

Licence renewal details will be displayed on this view to help users keep their drivers'
details up to date.

There will also be links to the FTA Reporting website (that is currently in development)
and FTA's online shop. These links will take you to the relevant website by simply clicking
on the relevant link.



The calendar view
The driver calendar view can be activated in two different ways.
The first way is to click on View and tick driver calendar; then in the driver calendar view

you can search a driver by clicking on the binoculars icon to bring up the search engine
option.
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Type in the name of the driver and press Search. The calendar view for that driver should
then be displayed and the driver's name visible in the yellow box to the left of the search
icon as shown below.
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If a more broad search is required select a location in the search engine and do not enter a

name.The search engine will then bring up a new box that will display all drivers for that location

and the user can select the driver and press Ok to open the calendar for that selected driver
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The second way is to go to the Drivers view, select a driver and once highlighted press the

Calendar button. The CDU will then open up a driver calendar for the driver selected.
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The driver calendar will then appear for the same date range as was previously shown in

the Drivers’ screen.



Adding a new driver

To add a new driver carry out a driver search in the calendar view to check that driver is
not on the system already by typing in the surname. If no match is found the following box
will display.

Ho Drivers Found

Hew., I _IM
Click Hew... | button:

Edit Driver
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™ Agency Diiver
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The above box will appear where the new driver's details can be added. Press the Ok

button to save the new driver.
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Chart scanning

Open the Calendar or the Drivers view prior to scanning charts.

Select the relevant charts to be scanned and arrange them by driver and date order; oldest
date on the top, most recent date on the bottom. Charts should be placed in the scanner
face up if the scanner is a Panasonic KV-5202xC 5204xC and face down if it is Panasonic
KVS1025C. Ensure the scanner is turned on and linked to the computer by a USB cable.

Select the correct driver through the search engine.

To choose the date(s) that the scanned charts are for click on a day, or for multiple days
click on a day, hold down Ctrl button and select all the days (earliest first).

Once the days have been selected press the — Scan Charts | button, the charts will then
be sent to the CDU.

Hold down Ctrl on your keyboard and click on each date of the charts to be scanned for

that driver as illustrated below.
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Once the dates have been selected (as above) click ~ Sean Charts
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The scanner will scan all charts as highlighted on the calendar view. Once all charts have
been successfully scanned click on OK'.

If the option to upload charts later has been selected the chart files will appear in the
Outbox. If the option to upload straight away after scanning has been selected the charts
will appear in the calendar as pending, illustrated below.
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Once the charts have been analysed by FTA these boxes will change as shown below.
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If a chart has been scanned incorrectly, ie upside down or has been scanned so that the
analyst is unable to read the information, a note will be sent back to the calendar view to

highlight this as illustrated below.

Thursday 20 Jul D&
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Manual entries

Manual entries such as statutory holidays, sickness and work can be added via the Calendar

view or Drivers view to give full records of the driver’s activities. This is of particular

importance when using the system to produce working time reports.

To add these entries select a driver, as explained previously, in the Calendar view or Drivers

view choose the day(s) required to input manual entries for and click | Add Manual

the bottom of the Calendar view to produce the following screen.
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The Manual Entry screen will always be defaulted to EU rules but can be changed by
selecting either Domestic or None Rules in the top right-hand section of this screen. The

driver and date will always be displayed in the top left-hand corner.

To add an entry first select the start time of the first activity of the entry.To do this click in
the Time box and enter the start time, eg 09:00.Then select the type of activity that started
at this time by clicking on the arrow next to the activity section to display the drop down

activity options to choose from.
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Once activity has been selected click on and this will add the first activity to

the manual entry.
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The activity will be displayed with the start time selected. End activity will automatically
appear underneath.To confirm that this is the end of the entries to be made click on the

time box enter the finish time, leave the activity as End and press Update I

[Dirver: Minchs 116, Knsla 116
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To continue adding entries click on Time and select | 1:00 and enter an activity other than

End and press Insert |
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Dirrver: Nindia 116, Knsta 116
Diste: 18 Dec 2007
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Again End will always appear at the bottom of the activities inputted and will require an
end time entered to give a duration of the last activity made. In the above screen, for
example, if the driver started his rest period at | 1:00 as shown and finished his rest 2 hours
later — click in time period enter'13:00' leave the activity as ‘End’ and press Update |
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You will now have the completed manual entry.To delete an activity select it and press the

button to erase it.

To add commenits to a manual entry click into the Comment box and type in the information
you would like saved against it.
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Once all aspects of the manual entry have been filled out as required click on the
_ button to save the entry. It will now appear in the Calendar view and

Drivers view.

The manual entry is now saved and displayed on the relevant date.
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The comments added in the manual entry will also be saved and displayed in the bottom
left-hand corner of the relevant date and when the mouse cursor is hovered over the
comments icon the comment will pop up in view as displayed below.
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To add the same manual entry for a number of days just follow the above procedure
but before entering the manual entry screen just hold the Ctrl button and select all days
required and then press | Add Manual | This will be of particular use when adding week-long
holiday/sick manual entries, to make up a standard 48-hour week, by the simple click of a
tick box within the Manual Entry screen.
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Adding a week-long manual entry/48-hour statutory holiday or sickness

To add a week-long statutory holiday/sickness entry, go to the Calendar view and hold
down the Ctrl button, highlight the days the entry covers for your holiday/sickness normal

week.
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Once the required dates are highlighted (as shown above) press| Add Manual | The manual
entry screen will appear and will display the driver and all the dates selected for the entry
in the top left-hand corner.

Dimver: Nindie 116, Knsta 116
Disbes: (3 Diec 2007, 04 Dec 2007, 05 Dec 2007, 06 Dec 2007, 07 Dec 2007, 08 Deo 2007, 09 Dec 2007
[T [ Actrety [ Dwstion | Enor || Feu
© Demeste
" Morw
|| Wotking Tine
I Adpt bobday of sckness
| mmﬂhﬂl
Comment -
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[lateste byt LI LI
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Add the start time of your normal day, in the Time box and then choose the required
activity, either Statutory Holiday/Sickness and then select  |psent

Dirvvee: Mo 116, Krista 116
Distes: 03 Diec 2007, 04 Dec 2007, 05 Dec 2007, 06 Dec 2007, 07 Diec 2007, 08 Diec 2007, 09 Dec 2007
Cretad .~ R -
[Time [ Actrely [Ousbion [ Enr | || F EU
0700 Shatulory Hobday C0h00 Dt abon, sl e (st (0100
o700 Bt  Dormete
= Hors
I ~ working Time
r mhmaum
Enaune
I
| ot
|
Twe [ Actty [Erd =] W|M|W||

ey o | gees |

Then enter a finish time for the entry by clicking in the time box and entering a finish time,

leave the activity as End and then press  Update | click in the box
" Working Time
W Adjust holiday or sickness

enty to ensure 48 hour
week?

to tell the CDU to automatically make the manual entry that covers the days selected add
up to a 48-hour week.
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Diriver: Misda 116, Krista 116
Dister: 03 Diec 2007, 04 Dec 2007, 05 Dec 2007, 05 Dec 2007, 07 Dec 2007, 08 Dec 2007, 09 Dec 2007
[Time [ Actrety [Duston [ Enc | | [ FEU
07:00 Slahdoey Holday  CSHOD
1600 Bt  Dorrete
© Horm
~ Working Time
¥ Adpat holday of sicknets
mm’um
Te [1600 Actety [Erd =] _Updste | et | pelee |‘
L':!."-:En'lvl 0k I Cancel I

Press Ok | to save the week-long manual entry and this box will appear confirming
the multiple manual entries.

Sawe Results

|| Stast | End | Resut
© 03Dec200707.00  03Dec20071351  Saved
@ 04 Dec 2007 O7:00 04 Dec 2007 1351 Saved
© 05Dec200707.00  05Dec20071351  Saved
@ 0BDec200707.00  05Dec20071351  Saved
@ 07 Dec 2007 07:00 07 Dec 2007 1351 Saved
@ 09Dec200707:.00  03Dec20071351  Saved
@ 09 Dec 2007 O7:00 09 Dec 2007 13:54 Saved

Close |

Press Close and the CDU will go back to the Calendar view where the entry was created

and display them.
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Each of the days selected will show the same manual entry and the start and end time
which was originally entered as 07:00 to 16:00 will now show 07:00 to 13:51 which is a
duration of 6 hours and 5| minutes each day. The tick box selected ensures the CDU
software equally splits the chosen days to make a 48-hour week-long statutory holiday/
sickness manual entry.
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Stabuory Holiday
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Day detail screen

As can be seen in the previous screenshot, the Day Detail screen displays a timeline at
the top of the screen which shows 0-24 hours of the day and illustrates where the activity
took place within that day. The timeline will be coloured by the type of data it is (above is
a manual entry so is coloured orange). The different types of data can be distinguished in
the new key which can be brought up in the Calendar or Drivers view by clicking on it to
activate.

Key S
Digital Data

Analogue Data

COU entered Data

Chart Pending Analysis
Hidden Data

This box can be moved around the CDU screen by clicking on it and dragging it around — it
can also be closed by clicking on the close tab in the top right-hand corner.

[ owvoeal =lolx
E||uiﬁ11:.:.-'-u1ls-1u-m ||I|
1 L]
Eil F n
[ Stan Time Activiy Durstion
0% A 2007 10 T (G007 124 Wek, 3
«mmmwm-mmmmﬁa m“m1m i
Digital Data (EUY _
08 Aug 2007 1353 - 10 Aug 2007 10:24
Mraitable (ABC1 23
[Asanonas | [(22ttion | [ amens | [ Bt |[ gefe ][ Baacec |

The above screenshot is the Day Detail for a digital entry. The activity is broken down in
the right-hand side of the screen and displayed as a trace in the timeline at the top of the
screen. The left-hand side of the screen displays the digital files that the activity has come
from.
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In the example, the highlighted digital file has been broken down on the right-hand screen.
The last activity within the breakdown has been highlighted by clicking on it — the section
of the timeline trace the activity relates to has automatically been highlighted in red/grey
to show which part of the trace matches the activity selected, this is to provide an easier
method of viewing the data being held within the day detail.

Edit driver
To amend driver information click on the button to produce the following

screen.

- - [ Actve Dale Rangs
Sumams |maidiz 115 |
| StatDate [of A 208 =]
Forenamels]  [Finls 116 il' 2 B - 5
| Leaving Date 01 Apel 2009 ¥
Title | i E ! =
Drving Licence [E000000000003367 Raneaial O dle
| Diving L 3 Mach 2008 =
o | I DivingLicence |13 M =]
| 2 M -
s P [Tunbedoe viels | iF HGVLicance |06 Mach 2003 =]
- | DiverCad [06 Mach 2009 =]
I Agency Diver i =

Amend the driver's details accordingly and click on Ok.

This is where the location, activity and status of whether an agency or permanent driver
can all be edited.

If driver cards for agency drivers have been uploaded in the past and you wish to change
the status of that driver to Agency click in the box adjacent to Agency Driver. This will
ensure that in the future data from that agency driver's card will not automatically be
analysed.The data can, however, be purchased if required.

Active Date Range contains:
Start Date — this is to record the date a driver commenced with you.
Leaving Date —this is to record the date a drive left your company.

This information will be used when providing reports for your company.

Renewal Dates contains:

Driving Licence  — date when driving licence is due for renewal [expiry]

HGYV Licence — date when hgv licence is due for renewal [expiry] — [if relevant]
Driver Card — date when driver card is due for renewal [expiry]
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This information is used on the CDU ‘home page’, as reminders to activate your process
to renew these details.

These details will appear on the home page when these dates are two weeks previous to
their expiries, to allow time to process the renewals.

Driver statistics

Select a driver and a date on the calendar and click on the button to

produce the following report.

M Driver Shabistics (Nildis 116, Erisba 116 - 13 Aug 2007)

Pt | Predew | Ewat. | cose |

Driver Statistics
Driver: Naidis 116, Krista 116
Week Commencing: 13 Aug 2007

Activity Totals

Drive & hours 21 minutes
Wik 40 hours 53 minutes
Ayaitable 36 hours 10 minutes
Rest 0 hvours 15 minutes
Sick 0 hours

Statutory Holday 0 hours

Extra Holiday 0 hours

Grand Totals

Known Actmty B3 hours 33 minules
Unlonenwm Activily (assurned rest) B4 hours 21 minules
Working Time

Wiorking Time Week Total 47 hours 14 minutes
‘Warking Tiene Pericd 06 Aug 2007 1o 02 Dec 2007
Working Time Period Average ‘24 hours 13 minules
Wirking Tirme Period Aversge Femaining 51 hours 10 minules

This report will show working time statistics for a fixed week incorporating the date
selected through the calendar. It will break down the activities into totals, show grand totals
and the working time totals. The report can be printed or exported as required.

Infringements/faults

Select a driver and a date on the calendar: Click on the button. The following

type of report will appear.
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This report will show faults, drivers hours and, where requested, working time infringements
from analysed data for 28 days incorporating the date selected. This report is designed as

an ‘instant check’; a more detailed report will be issued within the timescale requested by
the company.

Once the report has been closed exclamation marks will appear in Calendar view as pop-
ups, which show exactly where the infringements/faults occur and the detail of them.These
pop-ups display the information when the mouse cursor is hovered over them.
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Day detail

The aim of this option is to give full details of activities on analogue charts or digital data
and to give a facility to add notes and retrieve either chart images or raw data. Comments
can also be added to manual entries and analogue entries but not digital entries.

This information can be accessed by selecting a driver and a specific date either by clicking
on the button or by double clicking on the relevant date.

[ 4] [Weitin 116 it 115 - 10 Ay 7007 1[¥]

| Digital Dl (FLY T Acirrdy CE ]
¥ 3 5 Ay 2007 1740 e ik ] |
D9 Aug 2007 12340 - 09 Apg J00T 1353
ok Hone). i mimun s shabin 20T
Digtal Dats (EL)

| . 08 Aug 2007 1353+ 10.Aug 7007 1034
? dernilabe (AERC 1 3T}

[atstn | [[Asttion | [ amoms | [ Beo ][ Gure |[Basowc |

As can be seen in the above screenshot the Day Detail screen displays a timeline at the
top, which shows 0-24 hours of the day and illustrates where the activity took place within
that day.

The activity is broken down in the right-hand side of the screen and displayed as a trace in
the timeline at the top of the screen.

The left-hand side of the screen displays the digital files that the activity has come from.

In the above example, the highlighted digital file has been broken down on the right-hand
screen, the last activity within the breakdown has been highlighted by clicking on it — the
section of the timeline trace the activity relates to has automatically been highlighted in
red/grey to show which part of the trace matches the activity selected. This is to provide
an easier method of viewing the data being held within the Day Detail.

39



In the day detail screen the user can add manual entries, notes and ‘awaiting data’ flags for

that day. A detailed report can be run for that driver's day by pressing the
button.
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The raw data for that day can also be viewed from the Day Detail screen by pressing

GetFile | The files that have been uploaded for that day will be brought up in a
selection box to choose from.

The following file(s) are available to download.

22 Aug 2007 03:24 - Drver Card File (4273113)
22 Aug 2007 0324 - Diiver Card File (4271499)
22 Aug 2007 0324 - Diiver Card File (4074136)

ok | coanca |

Click on the file(s) required and press Ok.
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The file can then be exported for viewing to a location on the computer. Select the

location from the box that appears, in the example above, and press save. Then go to that
location to open the file that has been saved there.
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Key

The entries made on the CDU will be coloured by the type of data. The different types
of data can be distinguished in the new key which can be brought up in the Calendar or

Drivers view by clicking on to activate.
Key

Digital Data

Analogue Data

COU entered Data
Chait Pending Analysis
Hidden Data

EEEEN

This box can be moved around the CDU screen by clicking on it and dragging it around — it
can also be closed by clicking on the close tab in the top right-hand corner.

Failed analysis

To find out why a scanned chart could not be analysed double click on the relevant date
to produce the following screen.
ECEEISTEEETEET 0]

DRIVER, H
Thusrsday 20 Jul 2006

L) 1} ] ] " w 35

Falled Chart Anakysis
Anafyyin Taded for pranned chan
Lo o anned UpEr Gowm

| tatmrms | pemesio | ome |

An explanation as to why the chart could not be analysed will be shown. If this occurs
please rescan the chart.
Awaiting data

This function enables users to add an ‘awaiting data’ symbol to driver days on the Calendar
screen, where digital or analogue data is expected to be received and sent through to FTA,
to help with the administering of uploading digital/scanned charts to FTA.
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To add an awaiting data icon for a driver on a specific day, go to the driver in the Calendar

view, highlight the day and press the button.

The awaiting data symbol will then appear on the day selected, then can be removed by

selecting awaiting button again on that date.
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Driver card upload
In the Calendar view an icon appears on the date a driver card was uploaded.
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The driver’s view

This facility works in a similar way to the Calendar view but allows the ability to view
activities for multiple drivers over a fixed fortnight.

To use this option click on the Drivers tab to show the screen illustrated below.
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The search works in the same way as in the Calendar view except that in this view you can
select, de-select, Inactive and Agency Drivers from searches by ticking or unticking where

appropriate in the search menu.

Locator, | Tuntmdon w'ely -I
O ot it Do
3 Shom diprcy Do

This screen shows by colour coded squares the type of data that has been entered for that
driver on a given day, as shown in the key that can be opened as previously explained.

This screen can then be used in the same way as the Calendar view. Detailed infringement
checks can only be carried out in the Calendar view, but weeks that have infringements or
faults are now highlighted in red where they occur.
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To return to the calendar, select a driver and click on the button. This will

return you to the calendar to the date range currently opened in the Drivers view with the
driver highlighted in the Drivers view already selected.
Merge drivers

If two or more names for the same driver appear on the system and the data may need to
be merged, this can be done by using the following procedure.

Click on the button to produce the following screen.

Meroetrivers |
[Plaase selact the drivers for yrour mangs request,
{(Diouble-Chick or press Enter on a driver to select them. Chck End Merge” to complete the request.)

[——

Follow the instructions on screen to submit a merge request to the FTA tacho admin
team.

All other buttons and functions are described under the calendar view section on
page 18.
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Buy agency data
This button is only available where the relevant permissions have been set. This allows the
user to have selected dates for agency driver cards to be uploaded to FTA for analysis.

NB Normal reports will not be issued by FTA for these drivers, however the user will be
able to produce infringement reports, detail reports and driver stats reports via the CDU.

Select a driver in the search menu. Agency or Inactive drivers can be included in the search
by ticking the relevant boxes.
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The relevant agency data will appear in grey (where uploaded) as illustrated below.
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Go into the Day Detail screen, select the file and press .

Confirm Agency Purchase -ﬂ

Ay agency data that starts on this day vl be purchased, The analysis cost will be added bo your ne:t invoice,
ayailable imemediately.

The: data will bacome

When OKis clicked the data will then be analysed.That box will then change from grey to
green as shown on following screen.
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The user will then be able to check for infringements on that day.

NB If the data has already been purchased by a different operator you will be unable to
purchase that data.

Vehicles tab

The Vehicles tab allows vehicle information to be viewed and edited, past and planned
vehicle inspections to be displayed on the individual vehicle calendar within the vehicle
View.

Select the Vehicles tab in the View option which will display as below.
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To search for vehicles click on the binoculars icon (search menu), define your search with
the vehicle registration and location parameters.

Registiation [ =
Location  [Bimmingham =l

[0 Show Non-Cument Vehicles

] Show Hire Vehicles

This will bring up the selection made.
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The vehicles found will be listed in the main section of the tab (as above) showing the
registration, location, fleet number, whether it is a digital vehicle or not, the last upload
made for that vehicle, whether it is an active/current vehicle and whether it is a hire vehicle
or not.

Click on a vehicle displayed and this vehicle’s summary data will appear in the top right-
hand side of the screen. Click on the edit button below this section to amend any of the
details.

48



Registration Y3CCF
Make DAF
Model 95<F

Tt Evepiry Duste 31 Mae 2004
Tacho Calbestion Date 19 Ma 2000
Last Inzpection Date 08 Mar 2003
Start Diste
End Duste

Y¥3CCF

Locaion. R ~|
Full Location List

I Hire Vehicle

Active Date Range

™ Stat Date J1a Apd 2008 x|

I EndDais [14 spil 2008 =]
ok | conce |

The location of the vehicle can be edited in this box by selecting from the drop down list
of permitted sites for the user.

To make the vehicle a hire vehicle simply tick the box next to Hire Vehicle option and
vice-versa.

To change the activity of a vehicle use the Active Start and End Date options shown
above,

Press Ok to confirm any changes made and Cancel to exit the editing tool.

The calendar displayed in the bottom right-hand corner of the vehicles tab, shows individual
vehicle data and is activated for a vehicle once the vehicle detail’s line has been selected.
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The calendar in the above screen shot is the calendar for the vehicle highlighted on the
left. The calendar will show completed vehicle inspections (where carried out by FTA) for
that vehicle highlighted on the day by a green box. It will also show planned inspections (to
be carried out by FTA) as blue boxes over the date they have been scheduled in on the
FTA's system.

Completed vehicle inspections can be exported from the calendar to the computer being
used. By double clicking on the completed inspection (highlighted in green) the inspections
carried out on that date will be displayed in a box.
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Select the inspection report from the box and press Ok.You will then have the option of
saving the inspection to an allocated place on the computer.

Save Hepork .ﬂﬂ
Save e | (L) My Documents i | e B e

Flepsne | IEUIGIETE = Sove

Ssveasbpe  [POF =] Cancel
— |

Select the location for saving the inspection in and then it can be viewed there once
saved.

For technical support please contact FTA on: 0871 474 4674
or email: IThelpdesk@fta.co.uk
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Digital tachograph solutions

FTA offers a range of digital tachograph services and products to help vehicle operators remain
compliant with EU drivers” hours and working time regulations.

Tachofta — FTA offers a host of tachograph analysis services.Whether you choose to submit data to
us or take advantage of our on-site visiting service, you can be sure that we have a solution to meet
your individual needs. Services include:
*  On-site Tachograph Analysis *  Systems Audits
*  On-site Compliance Service * Management Information Service
(administrative support)
* Analysis Bureaux
Training — Our training programme incorporates a range of both public and in-company drivers’

hours, analogue and digital tachograph courses, along with course modules linked to the Driver CPC
syllabus.Visit www.fta.co.uk/training to view the full range of courses.

Shopfta — Sells a variety of products including a regularly expanding selection of digital and analogue
tachograph products and drivers' hours and working time compliance solutions. A selection of these

products are listed below.To view the full range visit www.shop.fta.co.uk or call 08717 11 11 1~
*  Driver Card Reader *  Drivers' Hours and Working Time Analysis Toolkits
*  Vehicle Unit Download Device *  Tally Rolls

* Laptop Driver Card Readers » Digifob — Instant Drivers' Hours Viewer

* Digital Data Postbox » Digital Tachograph Poster

FTA Consultancy — FTA's experienced team of consultants are on-hand to help with any operational
requirements or strategic planning you may have. Whether you are implementing new procedures,
moving location or introducing a digital fleet, our consultants can provide you with a suitable and
bespoke solution.

Digital Tachograph Compliance Guide — This free, member only, guide covers your legal
requirements, a best practice action plan for the introduction of digital vehicles, details of using
equipment and information regarding digital data. It can be downloaded online from www.fta.co.uk/
digitalcompliance.

Digital Tachograph Helpline — A dedicated helpline is available to help with any queries you may
have related to the functionality of digital equipment or technical problems you may encounter.

For further information on any of FTA’s Digital Tachograph Services please call our

Member Service Centre on 08717 || 22 22* or visit www.fta.co.uk/tachofta

* Calls may be recorded for training purposes

-
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