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1 General Information 

1.1 System Requirement 

Internet access - High speed internet access is recommended to access the Field Force Manager 

Web Management Application 

1.2 Supported web browsers:  

¶ Google Chrome  

¶ Internet Explorer 9 and above 

¶ Mozilla Firefox versions 35.0 and above 

 
Note: - Some map features may not be working correctly on Internet Explorer 9 (IE9). Please 

update the browsers to IE10 or later 

A screen resolution of 1024X768 or higher is recommended. 

1.3 Privacy & Mobility 

Field Force Manager (Field Force Manager) takes the matter of individual privacy very seriously. 

Customers using Field Force Manager must obtain the authorized consent of any individual 

affected by use of the service. Field Force Manager will only collect, use, and transmit information 

when the mobile phone is on and the Field Force Manager Mobile App has been launched. Since 

the application automatically launches, each time the mobile phone is power-cycled or powered on, 

it is important that the user in possession of the mobile phone understand that they must ñEXITò the 

mobile application. The Field Force Manager application is solely intended for lawful business use. 

Location information is not guaranteed to be accurate. 

1.4 Support & Training 

The easiest way to access Field Force Manager support and training is through the Support and 

Training Links on the upper right-hand corner of your Field Force Manager Web Management 

Application. 

1.5 Copyright Information 

Copyright © 2006- 2017 Verizon Wireless. All rights reserved. The Field Force Manager names 

and logos are trademarks of Verizon Wireless. 

All other marks are property of their respective holders. 

  

http://www.fieldforcemanager.com/
http://www.fieldforcemanager.com/
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2 Introduction 

This user guide contains all essential information for the user to make full use of Field Force Manager. It 

includes functions, capabilities, contingencies, and step-by-step procedures to help you understand this 

product. 

2.1 What is Field Force Manager (FFM)? 

Field Force Manager is an enterprise mobile business management tool that gives you the ability to track 

the location of your mobile resources in real time, to manage Mobile Timesheets and workflows and to 

collect data in the field.  The mobile app connects to network providerôs nationwide data network to allow 

real-time tracking and monitoring of your mobile workforce. The secure cloud-hosted web application, 

which can be accessed from any supported web-browser, allows you to visualize the data and report of it. 

Powerful web service APIôs also gives you access to this data. 
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3 At a Glance 

3.1 Track Mobile Workers 

Field Force Managerôs mobile app allows you to track, manage and pull report of your mobile workforce. 

The service provides accurate, real time GPS tracking, web-based maps and reports (breadcrumb 

reporting, including latitude/longitude, speed, directional heading) for current and historical location.  
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3.2 Mobile Timesheets 

Field Force Managerôs mobile app allows your mobile workforce to perform their daily shift and break 

events on their phone. The cloud-based web application allows you to pull corresponding Mobile 

Timesheets report. 

 

3.3 Mobile Jobs 

Field Force Manager Mobile allows you to send jobs to mobile workers in the field. Your mobile worker 

also could receive and perform several job actions on their GPS enabled phones. 
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3.4 Mobile Forms 

Field Force Manager Mobile gives you the opportunity to reduce the paperwork by collecting your mobile 

user data on the phone. You can create forms and assign to your field workers from the Field Force 

Manager web application. 

 

3.5 Alerts 

The service also allows you to use pre-define real time alerts based on several events and conditions, 

and customize these alerts based on specific business needs. You can set alerts based a broad range of 

criteria, such as: 

¶ Mobile Timesheets activity ï start/stop, travel, idle times 

¶ GPS activity ï speeding, enter/exit speciýc regions 

¶ Specify those who should be notiýed for each alert, including the worker who triggers the alert if 

desired 

These alerts can be configured for display only on the web console, sent in real time via email or text 

message, and/or summarized in management reports. This provides a powerful tool to better manage 

and evaluate workers, and to correct or reward behavior as needed. 
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3.6 Reports 

You can choose from the pre-conýgured reports or create your own reports.  

 

3.7 Enhanced Security for Healthcare and Other Applications 

Enhanced Security provides additional data privacy and security provisions for safeguarding sensitive 

customer information. Customer needs to contact Field Force Manager customer support to enable it. 

Enhanced security can only be enabled for customers having Field Force Manager mobile application 

version 18.3 or above on their smart devices (only Android and iOS). 
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4 Logging In 

On activation of your account you will receive a welcome e-mail from Field Force Manager support with 

the login credentials of the Field Force Manager web application.  

Below are the steps to login to the Field Force Manager web application 

¶ Open a supported Web Browser. 

¶ Navigate to http://www.fieldforcemanager.com 

Login in to the application using your login credentials provided in the welcome e-mail. You need to enter 

your Username, Password and the Account ID as received in the welcome e-mail. 

 
For Enhance Security Option Enabled Customers: 

¶ Web password must have following 5 criteria: 

o Password length should be minimum 8 characters 

o Uppercase letters (A to Z) 

o Lowercase letters (a to z) 

o Numbers (0 to 9) 

o Special characters like @, #, $ etc. 

¶ The password will expire after 90 days from the date of creation. Users will get a notification 

before 10 days of password expiry date. Also, while setting up the new password users cannot 

use the current password again. 

http://www.fieldforcemanager.com/
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Once you are logged into the web application for the first time, you will be prompted with the End User 

License Agreement screen. Click Accept to proceed. 

 

Note - Once you click on the óLoginô button the very first time, you will be prompted to save your 

password. If you opt to save your password, next time onwards your login credentials will be auto filled. 

We recommend not saving your password to prevent unauthorized access to your FFM account and 

possibly to confidential and / or personal information. 
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5 Web Management Application Controls 

 

 

Controls Description 

 

Tabs: There are nine top level menus available in the web application - Workers, Shifts, 
Maps, Jobs, Forms, Locations, Alerts, Reports, Mileage and Administration. 

 

Filter: Filters allow you to view specific data on maps and reports.  Filters are found on 

the left-hand side within the Toolbar of you Administration. You can filter by Groups, 

Display, and Date/Time. 

¶ Date/Time Filter: The Date/Time filter is used filter time rage on Administration. 

To set Date/Time rage, click on the Set Date Filter button to bring up the filter 

selection. There are two types of date/time filters. 

Note: In the custom Date Filter, the difference between Start date and End date should 

not exceed 90 days for Job List and Job Map pages.  
Á Relative: Specifies a relative time frame from the current date. I.e., ñTodayò 
would always display todayôs information each time your login to web 
application by adjusting the date to the current data and time. 

Á Fixed: allows a user to specify a specific timeframe and duration in the past 

or future. This mode is typically used for researching a specific time frame. 

¶ Group Filter:  You may have multiple groups in your company.  The 

Groups Filter helps you to filter within groups. Check or uncheck the 

appropriate boxes next to the divisions/groups to view specific data for 

the work groups selected. 
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¶ Display Filter: Display filters helps you filter Job Status (with secondary 

filters of Job Priority), Worker Status (with secondary filters of 

Communication & GPS Location Notification), Location Types, Labels 

and Geofences 

¶ Sort: Within each tab of the Administration user can sort the data by the 

columns 

Note ï Field Force Manager web application remembers your date and time 

filter settings and presents your user data based on that next time you login to 

the web application. 

 

Search: You can search for Jobs, Workers, Users and Location using the search box. 

 

Data Panel: This panel gives you the detailed information of each page you are navigating 

to in the web application. Such as if you are on the Workers Map page, this section will 

show all the logged in users on the Map. 

 

Information: On the top right corner of the screen you will find links to the Support and 

Training sites. Your Account Name and ID along with the version number of the 

Administration is also displayed. 

 

Refresh: The web application displays the most recent information upon request. 

Refreshing the web application does not pull information straight from the mobile device 

but shows what has been communicated to the Field Force Manager Administration 

database. 

 

6 Setup and Configure account 

Field Force Manager web application allows you to setup your mobile workers, groups, security roles etc. 

6.1 Groups 

Groups are used to organize your mobile workers based upon your company divisions, markets, and 

territories. Groups will allow a web application user to filter and organize workers.  Groups option is 

accessible from under the Administration tab. 
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Parent Groups 

When creating, or editing a Group, a parent level can be specified. This allows web users to create visual 

levels within their Groups, displaying Group ñtreeò structures when selecting their filters for various 

features within the web application. Parent levels do not affect configurations, settings, or preferences for 

users or their devices within their Groups, which still need to be set separately for each individual Group. 

 

Create a new group 

¶ Select the Groups button from under the Administration tab. 

¶ Click the Create Group button from the toolbar found in the Groups page. The Create Group 

window will appear.  

¶ Enter the group name. 

¶ Choose the Parent Group Name 

(choose No parent group if none is 

wanted). 

¶ Click the Save & Close button. 
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Edit an existing group 

¶ Select the Groups button from under the Administration tab. 

¶ Click on the group you would like to 

edit from the Groups page. The 

Options Menu will appear. 

¶ Click the Edit Group button. An Edit 

Group window will open. 

¶ Modify the name and/or parent Group. 

¶ Click the OK button.   

Delete an existing group 

¶ Click on the group you would like to delete from the Groups page. The Options Menu will appear. 

¶ Click the Delete Groups button.  

¶ A confirmation window will appear asking if you are sure you would like to delete the selected 

group. Select the OK button. 

¶ If any collections (users, geofences, 

forms, or jobs) are associated with the 

group, a ñReassociate Itemsò popup 

window will appear. 

¶ Select an available group from drop 

down menu to reassociate the 

collections. 

¶ Click OK to dissociate items form the group. 

¶ A confirmation window will appear asking, if 

you are sure to reassociate all the items. 

Select the OK button. 

 

¶ Click OK to reassociate the items and delete 

the group. 
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6.2 Security Roles 

Administrative users of the web application now can create, edit, and delete various security roles for their 

company. Each role can be configured to access certain functionality and work groups. Administrators for 

companies with multiple divisions can restrict access for individual users to specific divisions or a single 

division. Access to sensitive reports and functionality can also be granted or restricted on a role-by-role 

basis. The web application does have several default roles built in (such as ñOperationsò, ñMobile 

Worker,ò Company Administrator,ò and ñSuper Userò). Role configuration is only available in the Field 

Force Manager Administrationôs Basic and Premium/Pro packages. 
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Creating a role 

¶ Select the Roles button from under the 

Administration tab. 

¶ Select the Create Role button from the toolbar found 

in the Roles page. The create window will open. 

¶ Give the role a unique name. 

¶ Select the group that it will be associated with. 

¶ Select the permissions you want associated with that 

role. 

¶ Click Save when completed. 

 
Editing a role 

¶ Select the Roles button from under 

the Administration tab. 

¶ Select the role you would like to edit 

from the Roles page. The Options 

Menu will appear. 

¶ Click the Edit Role button. An Edit 

Role window will open. (If itôs a built-

in role you will receive a warning that a global role cannot be edited. In this case, copy the role 

first and then edit it.)  

¶ Select the new group or permissions that you want associated with this role.   

¶ Click Save when completed.   

 

Deleting a role  

¶ Select the Roles button from under the 

Administration tab. 

¶ Select the role you would like to delete 

from the Roles page. The Options 

Menu will appear. 

¶ Click the Delete Role button. (If itôs a 

built-in role you will receive a warning 

that a global role cannot be deleted.)  

¶ A confirmation window will appear asking if you are sure you would like to delete the role. Select 

OK. 
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Copying a role 

¶ Select the Roles from under the Administration tab. 

¶ Select the role you would like to copy from the Roles page. The Options Menu will appear. 

¶ Click the Copy Role button. A Copy Role window will open. 

¶ Give the copied role a unique name.  

¶ Make the desired changes to the group or permissions. 

¶ Click Save when completed. 

 

6.3 User 

The users tab will display a list of all the users that are set up for your account. 

 
Note ï Users page include both the Mobile Worker and the Super User that are setup in your account. 

 

  



Field Force Manager User Guide 

 22 

Create User 

¶ Select the Users button from under the Administration. 

¶ Click Create User. 

¶ Enter appropriate user details in the respective fields. 

¶ Add a profile picture of user. (The images must not exceed the limit of 2 MB and can be JPEG, 

BMP/Bitmap, PNG, or TIFF.) 

¶ Fill-in the user managerôs name and email address to get the focused user notifications. 

¶ Fill-in the workerôs home location and validate the address. 

¶ Click on Save & Close.   
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Edit User 

¶ Click on the respective user from the Users page. 

¶ Select Edit User from the pop-up menu. 

¶ Edit User page appears on your computer. Change the necessary information and click Save & 

Close. 

 

Delete Users 

¶ Click on the respective user from the Users page. 

¶ Click Delete User from the pop-up menu. 

¶ Click OK to confirm the deletion. 

6.4 Devices 

The ñDevicesò tab displays a list of all the devices that are configured within your web application account 

during setup. To add new devices to your system, contact your network providerôs sales representative to 

purchase additional licenses.  

Editing a device 

¶  Select the Devices button from under 

the Administration tab. 

¶ Click on the device you would like to 

edit. The Options Menu will appear. 

¶ Click the Edit Device button, an Edit 

Device window will open. 

¶ Make the necessary field changes and 

then click Save. 
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Deactivating a Device 

Users who have zero button activation and 

have the wrong user linked to the device 

have a hard time un-linking the user and 

device to hook it manually to the correct user. 

You Can deactivate any device in your 

device list. To deactivate, click on the device 

and select deactivate option. 

 
View a Blocked Device and Unblock it. 

 

A mobile device will be blocked in case of 5 successive invalid 

PIN and password attempts. To view the and unblock the mobile 

device follow the below mentioned steps: 

 

¶ Navigate to Administration > Devices 

¶ Click on Blocked Devices in the toolbar. 

¶ Click on the required blocked device and click on Unblock 

Device. 

¶ Click on Unblock on pop-up. 

Note: A device can also be unblocked from the Device List 

page, by clicking on the Unblock Device option in the context 

menu. 
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6.5 Profiles 

Profiles on FFM web application can be managed at two levels - Company Profile and Individual Profile. 

The Company Profile/Settings is applicable to all teams. This design includes location, time, and mobile 

jobs tracking arrangements. 
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6.6 Settings 

ñSettingsò option consists of several preferences which allows you to control various capabilities and 

configurations of the Field Force Manager web application. The new design of the Settings page has 

been categorized based on the different feature type (such as Mobile Jobs, Map, and GPS etc.)  or by 

context (such as Web, Device, System). 

To access the Settings page, click Administration > Settings from the FFM web application. 

 

 

6.6.1 Custom Header 

You can configure to display your company logo and address in the Form and Job Details PDF Using the 

FFM Web Application. To configure your company logo and address, go to Administration > Settings > 

Custom Header.  

In this page, you will see two sections. The section on the left-hand side allows you to upload your 

company logo. Click on the Browser button and select your company logo. To remove the logo, click the 

óXô icon.  

Note ï  

¶ Logo image must be JPEG or PNG format 

¶ Logo image must be less than 1MB in size 

¶ Maximum logo dimension should be 200 x 60 pixels 

The section on the right-hand side allows you to enter the header text where you can enter your company 

address or any relevant information. 

Note ï  

¶ Maximum of 4 lines of header text can be inserted in the box 

¶ Maximum of 50 Character is allowed in each Line 
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Once done, click Save. 

 

 

6.6.2 Security 

 

Go to Administration > Settings > Security. You can configure the security settings in this tab such as: 

¶ Device Activation Override 

¶ Companyôs Email 

¶ Device Option menu code 

¶ Display Exit Option 

¶ Email settings to specify ófromô address- Administrator can set the from address (System Default 

Email/ Companyôs Email/Userôs Email) for any outgoing email from the Field Force Manager 

application. 

¶ Management Console auto-logout setting (minutes) 

¶ Minimum Password Length 

¶ Phone Login mode 

¶ Web Password Strength 

Note: For Enhanced Security enabled customers Minimum Password Length, Phone Login mode and 

Web Password Strength fields are not available. 
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7 Locations 

Field Force Manager Mobile allows you to create locations and assign to your mobile workforce.  For 

example, Location can be vendor sites, workerôs homes, or any other location a worker might frequently 

stop. 

 

7.1 Location type 

The Location Types tab will allow you to customize and configure the location types and icons for your 

company.  

 

Create a new Location Type 

¶ Select the Locations Type button from under the Administration tab. 

¶ Click the Create Location Type button 

from the toolbar found in the Location 

Types page. The Create Location Type 

window will appear. 

¶ Enter the Location Type name. If this is 

a ñProhibitedò Location check the 

Prohibited checkbox. 

¶ Select an image by clicking the left and 

right arrows. 

¶ Click Save or New to create another 

Location Type.  
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Edit an existing Location Type 

¶ Select the Location Type button from under the Administration tab. 

¶ Click on the Location Type you would like to edit from the Location Types page. The Options 

Menu will appear. 

¶ Click the Edit Location Type button. An Edit Location Type window will open.   

¶ Modify the information and click Save. 

 

Delete an existing Location Type 

¶ Click the Location Type button from under the Administration tab. 

¶ Click on the Location Type you would like to delete. The Options Menu will appear. 

¶ Click the Delete Location Types button. A Reassign Location Type window will open. 

¶ This window will prompt you to assign the locations of the Location Type you are deleting to a 

different Location Type. (If there are no locations assigned to the location type you are deleting; 

you will only see the delete confirmation box). 

¶ Once the locations are assigned to a new Location Type, Click OK. 
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7.2 Location Controls 

The Locations page is used to monitor all the locations setup in your account. All the information on this 

screen is displayed as soon as the application uploads the information.  You can create new locations 

from this tab. You can also edit/delete/view the existing locations in your account. 

 

Creating a Location 

¶ Select the Locations tab  

¶ Click on the Create Location button found in the toolbar of the Locations page. A create location 

window will appear. 

¶ Select the type of location you are creating from the Type drop-down box. 

¶ Enter the name and address of the location. That is the minimum amount of information required 

to create a location. 

¶ Enter name, contact number and email id of your customer 

¶ Click the Save & Close button at the bottom of the window to create the location. 

¶ To view any of your locations on the map select the location(s) and click the Map button. 

¶ To view the details of your locations, select the hyperlink associated with that location name in 

the location list. 

 
Note ï Each location will be created with a default radius of 0.1 mi. If you want to increase the radius of 

the location, click óAdvanced Optionsô from óCreate/Edit Locationô window and change the radius (bottom 

of the screen). 
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Editing a Location 

¶ Select the Locations tab. 

¶ Click the name of the location you 

would like to edit (you can only edit 

one location at a time). The 

Locations Options Menu will appear. 

¶ Select the Edit Location button. An 

Edit Location window will open. 

¶ Make the desired changes and click 

the save button at the bottom of the 

window.  

 
Deleting a Location 

¶ Select the Locations tab. 

¶ Click the Location you would like to 

delete. The Options Menu will 

appear.   

¶ Select the Delete button from the 

Options Menu. 

¶ A confirmation window will appear to 

confirm that you wish to delete the 

selected locations.  Click OK to 

delete the location(s). 

 

Send Location to Worker 

This feature allows you to assign any location which already exists in your account to anyone of your field 

worker. 

¶ Click on the Location which needs to be assigned to your field worker.  

¶ Select Send Location to Worker. 

¶ Select the appropriate users or groups and click Send. 

 

Your mobile worker will only receive the location when the phone communicates with the Field Force 

Manager server. Once received, select Locations from the Field Force Manager main menu and select 

the appropriate location from the Locations page.  The phone will prompt you to view the location on the 

map or to get the turn by turn direction towards the location based on your handset. 


























































































































































































































































































