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1 Publishing a Service Alert

A Service Alert can be published through one of two systems: 1. TransitMaster BusOps Notice module;
or 2. SiteCrafting GearBox. Publishing through TM BusOps is the preferred process because it feeds
the alert to both Google Transit Maps and LTD’s website via GearBox. Submitting a Service Alert solely
into GearBox is a simpler and direct way to publish the alert, but it will not supply data to users
planning a trip in Google Transit Maps.

2 Service Alert Basics

2.1 Elements of a Service Alert

1. Type
2. Headline (used in GearBox only)
3. Text Body
4. Tweet
Example:

[Service Alert]
Extended Detours
Route 27 - Construction Detour Near Walnut & 17th

Due to construction, inbound Route 27 will not be able to serve the bus stop on Walnut
Street south of 17th Avenue. For continued service towards Eugene Station use the bus stop
on 19th Avenue west of Orchard Street.

[Tweet]

Due to construction, IB Rt 27 will not serve the stop on Walnut St south of 17th Ave. For
continued service towards Eugene Station use the stop on 19th Ave west of Orchard St.

Important: All text written for Service Alerts should be copied and pasted into NotePad before
cutting and pasting the text into either GearBox or TM BusOps. This scrubs out the formatting
created by word processors such as Microsoft Word.
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2.2 Service Alert Channels

Service Alerts that are published through TransitMaster BusOps are broadcast to both Google
Transit Maps and LTD.org. Service Alerts manually published through GearBox are broadcast
through LTD.org only. In either case, Twitter is used to publish an abbreviated Service Alert. All
three communication channels — Google Transit Maps, LTD.org, Twitter — need to be updated
independently as changes happen.

Google LTD.org via
Transit Maps GearBox

2.3 Communications Workflow

Communications that originate from TM BusOps are transmitted in one direction. A service
alert created in TM BusOps will populate both Google Transit Maps and LTD.org via GearBox,
but not the other direction. Once a change or edit is made in GearBox, both TM BusOps and
GearBox become independent of each other.

This means when you change one, you need to make the same exact change to the other. To
make sure both Google Transit Maps and LTD.org are the same, use the following basic steps
below.

For 1% Time Service Alerts (see Sections 4 and 6):

1. Create New Service Alert in TM BusOps
2. Send Tweet on Twitter
3. Modify Service Alert on LTD.org via GearBox
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To Edit Existing Service Alerts (see Section 7):

1. Edit Service Alert in TM BusOps
2. Edit Service Alert on LTD.org via GearBox
3. InTwitter, Reply to existing Tweet or send new Tweet

To Closing an Existing Service Alerts (see Section 8):

1. Delete Existing Service Alert in TM BusOps
2. Deactivate Service Alert on LTD.org via GearBox
3. InTwitter, Reply to existing Tweet or send new Tweet

2.4 Data Flow from TM BusOps to GearBox

The information entered in the data fields of TM BusOps automatically populates the data fields
in the Route Notes in GearBox. The chart below shows where each data field is used from TM
BusOps to GearBox (n/a denotes the data is not used in GearBox).

:{e]\VH TO:

TransitMaster Bus Ops — Data Fields Route Notes in GearBox — Data Fields
Title Headline, Type & Short Note*

Short Text n/a

Detailed Text Long Note

Start Date Start Date

Start Time (in Military Time format) Start Time

End Date End Date

End Time (in Military Time format) End Time

Lead Time (minutes) n/a

Priority n/a

Category n/a

Internal Use Only n/a

Routes Routes

Route Direction n/a

Stops n/a

Comments n/a

*Headline & Short Note need to be edited in GearBox shortly after publishing from TM
BusOps to GearBox (see Section 4.4).
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3 Accessing TransitMaster BusOps

There are mutliple ways to access the TransitMaster BusOps to initiate a service alert.

3.1 From Within LTD

3.1.1 Via Client Software on Desktop or Laptop
1. Click the Start button in
Windows. In the
TransitMaster folder, click
TMBusOps to launch the
program.
2. Proceed to Section 4.

3.1.2 Via Remove Access to XXX Server
Use the following steps to log into the
Remote Server when accessing it from a
computer that is part of the LTD network.

1. When TM BusOps is not loaded on a
computer, click the Start button in
Windows. In the Windows Accessories
folder, click Remote Desktop
Connection to launch the program.

SonicWall NetExtender
SonicWall SMA Connect Agent

SupportAssist

Symantec Endpoint Protection

TransitMaster
TMAnnunciatorStudio
TMBusOps
TMIncidentReportsConfig

TMPlanner

Windows Accessories
Calculator
Character Map
Intemet Explorer
Math Input Panel
Notepad
Paint

Quick Assist

B

Remote Desktop Connection
Snipping Tool
Steps Recorder

Windows Fax and Scan
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2. Using Remote Desktop
Connection, select from the
Computer pull-down menu
Itd-xxx and click Connect.

3. You may need to submit
your password to launch
the remote server. Use
the same username and
password that you use to
login into your LTD
computer and click OK.

4. Proceed to Section 4.

& Remote Desktop Connection -

| Remote Desktop
>¢) Connection

Computer: | [ ] ~
Username: [ NEERRREN

You will be asked for credentials when you connect.

¥ Show Options

Connect Help
| Cornect |

Windows Security >
Enter your credentials
These credentials will be used to connect to ltd-ras6.

Scott McFarland

LTD\scott mcfarland

D Remember me

More choices

oK Cancel
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3.2 Off Site Access

Use the following steps to log into the Remote Server when accessing it from a computer that is

outside the LTD network such as a laptop or home com

3.2.1 Via SonicWall NetExtender

If you have a laptop with SonicWall
NetExtender you can remotely use the
programs on your laptop as if you are inside
the LTD network. Follow these steps:

1. Click the Start button in Windows.
Locate and click the SonicWall
NetExtender to launch the
program.

2. Inthe SonicWall NetExtender
dialogue box type in your
normal LTD Username and
Password.

puter.

S

Safe Fleet

New

E
p Search
Lo

Settings

SonicWall NetExtender

a LogViewer

=1 NetExtender CLI Client

[& SonicWall NetExtender

. Website

l SonicWall SMA Connect Agent
@ SupportAssist

. Symantec Endpoint Protection bd

0

il M Netextender - x B

A SONICWALL | Netextender

« Connect

P Always ask for user name & password

o 40 © 2018 SonicWall Inc.

3. This should log you into the LTD Windows environment.

4. Proceed to Section 4.
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3.2.2 Via Web Browser
1. Using either Chrome or Internet Explorer, type in the following URL to load
the LTD remote access: https://xxxx.org
2. Typeinyour LTD username and password.

LT

Welcome to the SonicWall Virtual Office

The Sonicwall Virtual Office provides easy and secure remote access
to your corporate network from anywhere on the Internet.

Username: ||

Password:

3. Select and click the LTD-XXXX

Welcome to the SonicWall Virtual Office
Sonicwall's Virtual Office provides easy and secure remote access to the corporate network from anywhere on the Internet.

Click a pre-defined bookmark or create your own to securely access a corporate network resource.

Launch MetExtender to create a secure network connection to the corporate netwerk for full network access.
NetExtender @
Disconnected
Click to connect

Show bookmarks: Al v Show Edit Controls

@ Uink - IT Helpdesk i+ -

# -::for Mac users) #

Terminal Services (RDP) Terminal Services (RDP)
= v o
= o I = oI

=

4. Proceed to Section 4.
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4 Steps to Publish a Service Alert Via TM BusOps

Services Alerts can be published through TransitMaster BusOps either from scratch or using a hybrid-

clone to create a new notice.

4.1 Creating a New Service Alert from Scratch

1. Onceyou are able to access the LTD network,
either directly or offsite, launch the
TransitMaster BusOps software.

2. Once TM BusOps has completely loaded, hover and
click the View tab and then click Notice.

SonicWall NetExtender

SonicWall SMA Connect Agent

SupportAssist

Symantec Endpoint Protection

TransitMaster
TMAnnunciatorStudio

TMBusOps

TMincidentReportsConfig

TMDPlannar

=T

% TransitMaster Operations

File | View INotice Queue Operations  Utilities

54| v | Status Bar

Z + | Mavigation Bar

Save Current Layout

uoueﬁu\eNJ

Restore Saved Layout

Ctri=Alt+L ]

| —— |

| |: Restore Default Layout
g7
a7 Save Default Layout
1l
Route Monitor
1l
" Service Adjustments
"
1 1 Communications History
"
1 2 Incident
3 3 Maintenance
4 Map
5 MNotice
& Onstreet
7 Pull In/Out
8 Roster
S Route
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3. Inthe Notice table, click the Create Notice icon to start a new service alert.

% TransitMaster Operations

File View Motice Queue Operations LWHilities Window Help

=<4 BE ikl &

5 - Motjce
HA:
=
= Cate... Prionty Publication *
Time
279  Template Extended Detours Lo

876 Template System \wWide Alert Lo

FEE R AT - ' A EAod Fl

4. A Create Service Notice dialog box
will appear. Complete the
following data fields (items with an
asterisk are required):

v
[
i Float On Top []
0
i
H
a. Title* Use one of the ! s Tempite Faise &
]
]
]
]
l

Ise service notices to notify other departments or the public about situations or events that
affect the transit operation.

. it
following (blue text needs et :
Detailed Text b
to be entered exactly as | ortome « T
show below)- | StartTime d 138
' | | Endpate & 11/13/2019
i. Unexpected End Time f 123
Lead Time (minutes) 1]
Impacts (detours rory g Medim y
less than 24 hours) L
ii. Extended Detours E

(detours more
than 24 hours and il\,l S E— o
usually planned in advance)

iii. Important Rider Information (usually non-detour information that may
impact service or announce new or changed service)

Create Cancel

iv. Snow and Ice Alerts

b. Detailed Text* (Provide full text of service alert to appear on website. There can
be no line returns, but this can be later adjusted in the GearBox version)

c. Start Date* (System will default to today’s date)
Start Time* (System will default to current time; adjust if needed.)
End Date* (System will default to today’s date; adjust if needed. If end date is
unknown use the last day of the current year.)

f. End Time* (System will default to one hour ahead; adjust if needed. If end time
is unknown use: 23:59)

g. Priority* (Change from “Medium” to “Low”. This suppresses the real-time signs
and UO Station and EmX Stations from broadcasting a message.)
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Internal Use Only* (Change

| W7 Create Service Notice — m} X

from “True” to “False”. If this Flost on Top []
IS n Ot done th e message Wi ” s g:fiff;::igﬁ:&e:p?@ng:? other departments or the public about situations or events that
never be broadcast out to the Couse etaits "
public) { i o b
Routes | | e
i Click on the empty text [
box in the right column | _
to reveaI a ”...” bOX. Recurrence Using full time span, no recurrence set.
Click on the “...”. 1 | rroutes s rofice display on. F

If blank, the notice wil display for all routes, subject only to the direction and stop filter.

L

ii. A Capture Routes dialog box will appear. Click on the Navigate to View
button and choose Route.
iii. The Route tab will appear. Follow the steps below to add one or more
routes to the service alert:
1. Select the route from the route pull-down menu at the top of
the page.
2. Select the route displayed in the Capture Routes dialog box
Click >> to move that choice into the Collection Values box
4. Repeat steps 1 through 3 for each route you want to add. Note:
TM BusOps allows as many routes to be added to a service alert
EXCEPT for EmX routes. (See instructions for EmX at 4.5)
5. Click OK to complete this process.
= {2y = g Nl TR

w

5 Notice” Route
=
2 | Routef|27 ~
: | | 1
= ||l Block Fun Vehicle Driver Last Point Next Point Foute  Diection Patten  Schedule  Adherence
<] = <] d ] ] -
S natane
@38 FO3E 334 Emerso... cobokm cobulk B7 Outhow... 21 11:64 (I+2
@1e 010 217 Dahl. M... [ccsta lec b 81 Inbound 20 11:68 (I+E
@E a0z 216 i . Bugsty Bz m 36 Outbouw... 32 1200 +0
(38 EO023 328 Mai ... Bccinb Bugsts B7 Inbound 27 11:558 -1
= n racc PP o s ana-. B9 [ " B P
Show View Type
Direction: | Inbound ~ P
veshen. - [rbeu (®) Current Trips (®) Route Tracker
Service:  Curent &l Trips () Time Table Eest Fit
Block aug?f
i Capture Routes n
[The routes this notice will display on.
Na current tips in this route direction! If blank, the notice will display for all routes, subject only to the direction and stop filter.
Navigate to View... - 3 Search in
— i - ollection Values: e
2 |
4
Remove Item
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iv. The system will return

you to the Create

Service Notice dialog

box. Click Create to
publish the service
alert.

OO0 0 0c00 01119080 99500111 9080

‘
B Create Service Notice — m} X

Use service notices to notify other departments or the public about situations or events that
affect the transit operation.

Is Template
Title

Short Text
Detailed Text
Start Date
Start Time
End Date
End Time

Lead Time (minutes) 1]
Priority

Float On Top [

False ~

11/19/2019
11:59
11/19/2019
12:59

Medium

= ==

5. Once the data from TM BusOps populates and creates a GearBox Route Note, follow the
instructions in Section 4.4 to edit the following in GearBox:

a. Headline: Replace the Title text from TM BusOps with the prepared Headline

written for GearBox.

b. Long Note: Add line returns and text formatting where necessary.
6. Publish a new Tweet on Twitter (see Section 6).

4.2 Current Notice Templates in TM Bus Ops
There are currently two templates in TM BusOps that can be used when creating a Service Alert.

One is for sending a service alert to all routes (except EmX) and the other that lets you set up a
typical service alert that may have one or more routes assigned to it.

4.2.1 Typical Service Alert Template

1. Launchthe
TransitMaster BusOps
software.

SonicWall NetExtender
SonicWall SMA Connect Agent
SupportAssist

Symantec Endpoint Protection

TransitMaster

TMAnnunciatorStudio

R TMBusOps

TMIncidentReportsConfig

TMDPlannar

=T
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Once TM BusOps has
completely loaded, hover and
click the View tab and then
click Notice.

Located the
templates in the
active list of

% TransitMaster Operations

File § View |[§Motice Queue Operati

L

ons

LUtilities

5| ¥ Status Bar
= Mavigation Bar
2
=
= Save Current Layout
o ||r=—
= || ID
Restore Saved Layout
|: Restore Default Layout
a7
a7 Save Default Layout
11
1 Route Monitor
1 Service Adjustments
1
1 1 Communications History
11
1 2 Incident
33

3 Maintenance

4 Map

Ctrl=Alt=L

5 Notice I

& OnStreet

7 Pull In/CQut

8 Roster

9 Route

P

/ Motice r Route l
Ex

. ID Status Title Cate... Pricrity F'yl
notices. The Tin
quickest way to h - |Bustam.. o I

: . 876 | Template Syztem Wide Alert Low
find them is to look 1160 Template Extended Detours Lo
for the word 1168 Active System Wide Alert Low 09
" " 1107 Active Important Rider Information Low 15!
Template” in the
Status column of

the list.
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4. Hover over and " Notice |__Route |
right click over the e

row Wlth the tltle I Status Title Cate.. Priority Publication % Start

Time Time

of “Extended 7] ~ [{Basem) T~ ] 7]
Detours”. Bt Templsle  SedemWefled b

bo Active pstemn Wide Aler ] US40, 0927 -1
107 Active Important Rider Information Low  15:53-0.. 1559-09

5. Inthe pop out menu
select Clone Notice. £

D Status Tile Cate . Friority Publication = Sitart
. Time Time
6. Follow the stepsin 7 o T~
: : : 7R Templ S patern w/ide 1 L
Section 4, starting with e :. el o
4 1168 Active S ytem Wi Refresh F5  loezr-
Ste p . 1107 Aclive Important F Create Notice... 15:59 -

I Clone Notice... I
View/Edit Notice...
Delete Notice

4.2.2 System Wide Alert

Show Expired Notices

Template —— ;
1. Follow the steps above ren e Columns-
(Section 4.2.1) but print.

choose the row titled
“System Wide Alert” (Note: EmX is not included).

2. Make sure the title is rewritten to match one of the four standard service
alert statuses.

4.3 Creating a New Service Alert Using a Hybrid-Clone

TM BusOps Notice module offers the creation of template Notices to be created in advance.
This is particularly helpful during snow and ice communications where a full palette of snow and
ice templates can be created and executed very quickly (see text file labeled Snow & Ice Hybrid
Clone Text.txt.

A generic templates can be created where no calendar information is saved. A hybrid-template
can be created where all of the details in the Notice are entered in advance but suspended from
public view by ending all dates with 2050.

LTD is currently only using hybrid-templates and the steps below address the process to create
a service alert. During snow and ice conditions a full set of hybrid-clone notices will be created.
Each will be set up with worst case scenarios that need to be edited to the specific conditions.

In TM BusOps, hover over and click the View tab and then click Notice.

All of the existing hybrid-clones will appear in the Notice table. If there are none, create new
notices outlined in Section 4.1.
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If hybrid-close notices exist in the system, they will look like this:

&g TransitMaster Operations

File View Route Queue Operations Utilities Window Help

=o® = B e F W

= schedule | B Map | vehide | Onsueet” notice |
S|[o staws Tills Cate. Priorty Publication © Stat End Roourence Det Sho Inter Sup. Rouls  Diection  Stop Co Author Ad Cause Effect
Time Time Time Tet  Onlp  Sch.. Filter Filter Filter Link.

878 Template |5ySIEm “Wwide Slert | |LDW | | | | | Collection | | | |SCUI[ mefarland on LTD-1444 | |Uﬂkﬂ .|Uﬂkﬂ .
1188 Pending Snow and lce Alerts Low  0B:00-0.. 06:00-0/11/2050 2353 - 01/11/2050 As ol 82 scott mefarland on LTDGA0... Unkn... Unkn..
1191 Pending Snow and Ioe Alerts Low DE00-0. 0S00-01/11/2050 2359-01/11/2050 ok = seattmefarland on LTG0, Unkn... Unkn..
1177 Pending St and 1o Alerts Low  DEOD-0. 0G00-01/11/2050 23:59-01/11/2050 Aok o seottmctarland onLTOGA0..  Urkr.. Unkn..
1160 Teriplats Estended Detours Low sttt metarlsnd on L TDGAN Urkr Urkn
1174 Pending St and 1o Alerts Low  0RO0-0. OBO0-(1/11/2050 2359 - /1172050 B of 2 sttt metarlsnd on L TDGAN Urkr Urkn
1180 Pending St and 15 Alerts Low  OROD-0. OBO0-M1/11/2050 2359 - /1172050 B ot ) sttt metarlsnd on L TDGAN Urkr Urkn
1186 Pending St and 158 Alerts Low  DROD-0. OBO0-01/11/2050 2359 - /1172050 B ot 7 sttt metarlsnd on L TDGAN Urkr Urkn
1175 Pending St and 158 Alerts Low  DRDD-0. 0B00-01/11/2050 2353 - 01172050 s ot 2 scnt metarlsnd on L TDGAN Urkr Urkn
1183 Pending St and 108 Alerts Low  DRDD-0. 0B00-01/A1/2050 2353 - M 1172050 B ot &6 scntt mofarland on L TDGAN Unkn Urkn
1183 Pending S and 1os Alerts Low  DRDD-0. 0B00-01/11/2050 2355 -0 /11/2050 B of = seott mefarland on L TDGAN Urkn Urkn
1192 Pending Snow and lce Alerts Low  0B:00-0.. 06:00-0/11/2050 2353 - 01/11/2050 Aol 95 scott mefarland on LTDGA0... Unkn... Unkn...
1130 Pending Snow and lce Alerts Low  0B:00-0.. 06:00-0/11/2050 2353 - 01/11/2050 Aol il scott mefarland on LTDGA0... Unkn... Unkn...
1181 Pending Snow and lce Alerts Low  0B:00-0.. 06:00-0/11/2050 2353 - 01/11/2050 Aol 52 scott mefarland on LTDGA0... Unkn... Unkn...
1187 Pending Snaw and Ice Alerts Low DED0-0. 0S00-01/11/2050 2359-01/11/2050 ol 8 seattmefarland on LTG0, Unkn... Unkn..
1178 Pending St and 1o Alerts Low  DEOD-0. 0G00-01/11/2050 23:59-01/11/2050 Aok = seottmctarland onLTOGA0..  Urkr.. Unkn..
1184 Pending St and 1o Alerts Low  DE00-0. 0G00-01/11/2050 2359-01/11/2050 Aok & seottmctarlsnd onLTOGAD..  Urkr.. Unkn..
1173 Pending St and 15 Alerts Low  DROD-0. OBO0-M1/11/2050 2359 - /1172050 B ot m sttt metarlsnd on L TDGAN Urkr Urkn
1193 Pending St and 15 Alerts Low  DROD-0. OBO0-M1/11/2050 2359 - /1172050 B ot I sttt metarlsnd on L TDGAN Urkr Urkn
1179 Pending St and 15 Alerts Low  OROD-0. OBO0-M1/11/2050 2359 - /1172050 B ot an sttt metarlsnd on L TDGAN Urkr Urkn
1185 Pending St and 158 Alerts Low  DROD-0. OBO0-01/11/2050 2359 - /1172050 B ot 7 sttt metarlsnd on L TDGAN Urkr Urkn
1176 Pending St and 108 Alerts Low  DRDD-0. 0B00-01/A1/2050 2353 - M 1172050 B ot B scntt mofarland on L TDGAN Unkn Urkn
1182 Pending S and 108 Alerts Low  DRDD-0. 0B00-01/11/2050 2355 -0 11/2050 B ot 5 sttt motarland on L TDGAN Urkn Urkn
1168 Active System Wide Alert Low  0%:27-1.. 09:27-11118/2013 2353 -11/24/2019 UPD. Collection scott mefarland on LTDGA0... Unkn... Unkn...
1107 Active Important Rider Information Low  15:53-0.. 1559-03/16/2013 2353 -12/31/2019 Duet.. Collection scott mefarland on LTDGA0... Unkn... Unkn...

”
|

Look for the work “Snow and Ice Alerts” in the status column of the list. Open each notice and

make the following changes:

1. Double click the service alert for which you wish to publish.
[ TransitMaster Operations

File View Route Queue Operations Utilities Window Help

=i =B [RTIE N
Schedule r Map. T Vehicle r Onstreet”  Notice ]
ID Status Title Cate... Priority Publication = Start End Recumence  Det. Shot Inter.. Sup.. Route Direction  Stop Co... Author Ad... Cause Effect
Time Time: Time Text  Onlp Sch.. Filer Filter Filter Link.

876 Template System Wide Alert | |an | | | | | Callection | | |scnll mefarland on LTD-1444
1188 Pending Snow and lee Alerts Low  OB:00-0.. OR:O0-01A1/2050 2353 - 01/11/2050 A of 82 seott mefarland on LTDG40.
1191 Pending Snow and lee dlerts Low  OB:00-0.. OR:O0-01A1/2050 2353 -01/11/2050 Aol 2 seott mefarland on LTDG40.
1177 Pending Snow and lee dlerts Low  OB:00-0.. OR:O0-01A1/2050 2353 -01/11/2050 Aol 3 seott mefarland on LTDG40.
1160 Template Estended Detours Low scott mefarland on LTDG40.
1174 Pending Snow and lce Alerts Low  OE:00-0.. 08:00-01A1/2050 2359 - 01/11/2000 Aol 24 scott mefarland on LTDG:

ending oW and 1ce Blers Tow U500 0. Oe00- 01172050 2309 - 071172000 HEm T Seoll mctanand on L1 D&a.
1136 Pending Snow and lce Alerts Low  0E:00-0.. 0E:00-(01A1/2050 2363 - 01A1/2050 Asof. i) scott mefarland on LTDG40.
1175 Pending Snow and lce Alerts Low  0ED0-0.. OR:00-01/11/2060 2353 - 01/11/2060 As of 27 scolt mofarland on LTDG40.
1183 Pending Snow and loe Alerts Low  0E00-0.. OR:00-01/11/2060 2353 - 01/11/2060 A of EE scolt mofarland on LTDG40.
1183 Pending Snow and lee dlerts Low  0B:00-0.. ORO0-01A1/2050 2353 - 01/411/2050 A of 85 seott mefarland on LTDG40.
1192 Pending Snow and lee dlerts Low  OB:00-0.. OR:O0-01A1/2050 2353 -01/11/2050 Aol 95 seott mefarland on LTDG40.
1190 Pending Snow and lee dlerts Low  OB:00-0.. OR:O0-01A1/2050 2353 -01/11/2050 Aol LIl seott mefarland on LTDG40.
1181 Pending Snow and lee dlerts Low  OB:00-0.. OR:O0-01A1/2050 2353 -01/11/2050 Aol 52 seott mefarland on LTDG40.
1187 Pending Snow and lee Alerts Low  OE:00-0.. 06:00-01A11/2050 2359 - 01/11/2050 Aol 2 scott mefarland on LTDG40.

2. An Edit Service Notice dialog box will open. Make the following changes:
a. Detailed Text* - Modify the existing text to update date, time, Heavy/Light, or

any other details relevant to the detour.

Start Date* - Enter current date

o

Start Time* Enter current time

End Date* - Leave date as 1/11/2050
e. EndTime* - Leave time as 23:59

3. Click Update.

o 0O
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4. Once the data from TM BusOps populates and creates a GearBox Route Note, follow the
instructions in Section 4.4 to edit the following in GearBox:

a. Headline: Replace the Title text from TM BusOps with the prepared Headline
written for GearBox.

b. Long Note: Add line returns and text formatting where necessary.
5. Publish a new Tweet on Twitter (see Section 6).

6. Repeat steps 1 -5 as conditions change for each route.

4.4 Edit the Service Alert in GearBox

It can take a couple of minutes for the Service Alert published in TM BusOps to appear on

LTD.org. Itis necessary to make a couple of additions and edits to the version that appears on
the LTD.org website.

1. Open GearBox
a. Type the following URL to log into GearBox: https://www.xxx.org/
b. Enter your Username and Password

2. Located on the top menu bar, select the Routes tab and click it.

GEARB{X

Support Visit Homepage

L ' , Welcome John Doe! Sign Out

3. On the Routes module page, click the View

Notes button.

Routes

== Add Route

= Order Routes
| O, View Notes |

¥ Delete Timetables
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4. Onthe Routes Notes page, use the data filter to narrow down the active notes. To do
so, select Active (in the Status pull-down) and click the Update button. This will show
you all active Service Alerts.

e ———————————— e ——
GEARB&X Support Visit Homepage

L ' ’ Welcome John Doe! Sign Out

Routes

Routes

+ susmoerse | Route Notes

O, View All Routes Below is a list of route notes currently in the system.

All Types |T Keyword(s)

Method E Update

Headline Typ d Active Last UpdatedStart End

5. To choose the Service Alert you wish to edit, click the blue pencil icon to the left of the
Headline column. Tip: If you are initially editing a Service Alert that was generated by
TM BusOps, look for the entry that has the same text in both the Headline and Type

columns.
Routes
== Add a Route Note Route Notes
Q View All Routes Below is a list of route notes currently in the system.
All Types EI Keyword(s)
Active B Method |z| Update
Headline Type Method Active Last Updated Start End
% Route 27 Extended  GTFS @ 10/08/2015  10/08/2015  12/31/2015
Outbound —  Detours 10:22am
Construction
Detour
V. Route 27 Extended  GTFS @ 10/08/2015  10/08/2015  12/31/2015
Inbound - Detours 10:22am
Construction
Detour
VR .} Route 91 Important Manual @ 6/11/2015  6/01/2015
Real-Time  Rider 4:07pm
Notice Information

6. Make the following edits in each tab below for the existing Service Alert in GearBox
(items with an asterisk are required). For more details for using GearBox see Section 5.
a. Basics
i. Headline*: replace the text generated by TM BusOps with the prepared
Headline.
b. Content
i. Short Note*: replace the text generated by TM BusOps with the
prepared Headline
ii. Long Note*: Add formatting and line returns if necessary
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7. Click Save Changes button to complete

process.
o Save Changes

8. Publish a new Tweet on Twitter (see Section 6).

4.5 EmX Service Alerts

It is not currently possible to publish a service alert via TM BusOps that involves the EmX
service. These service alerts need to be manual published through GearBox. This issue is in the
process of being resolved by the ITS Manager and Trapeze.
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5 Steps to Manually Publish a New Service Alert via GearBox
1. Open GearBox
a. Type the following URL to log into GearBox: https://www.xxx.org/
b. Enter your Username and Password
2. Located on the top menu bar, select the Routes tab and click it.

GEARB{IX Support Visit Homepage

L ' , Welcome John Doe! Sign Out

3. Onthe Routes module page, click the

View Notes button.
4. Onthe Routes Notes module page, click
the Add a Route Note button. L'D L' ’

Routes Routes

== Add Route == Add a Route Note

Order Routes Q, View All Routes

Q, View Notes

¥ Delete Timetables M Delete Timetables
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5. A new route note entry form will appear. In each of the tabs enter the following
information (items with an asterisk are required):

a. Basics

Below is a form for adding a new route note to the system. Fill out all required fields before submitting the form.

Headline * Start Date Start Time
Type * End Date End Time

Visible to Public *
D Yes © No

]

Vi.
Vii.

Headline* (use brief title describing the detour, e.g. Route 27 —
Construction Detour Near Walnut & 17th)
Start Date (enter when this service alert will turn on)
Start Time (must enter the following format: HH:MM am/pm)
Type* Use one of the following (blue text needs to be entered exactly as
shown):
1. Unexpected Impacts (detours less than 24 hours)
2. Extended Detours (detours more than 24 hours and usually
planned in advance)
3. Important Rider Information (usually non-detour information
that may impact service or announce new or changed service)
4. Snow and Ice Alerts
End Date (leave blank if unknown; if date is entered without an End
Time the system will pull down the route note at 12:01 a.m. that day)
End Time (must enter the following format: HH:MM am/pm)
Visible to Public* (click Yes to turn on alert)
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b. Content

Short Note *

Long Note *

9 € @ Styesv B I x* X Align v (= i= Links v Inset ¥ Forms ¥

[l view source

Below is a form for adding a new route note to the system. Fill out all required fields before submitting the form.

i. Short Note* (use the same text content as Headline in previous tab)
ii. Long Note* (place detour information here)

c. Routes
Below is a form for updating a route note in the system. Fill out all required fields before submitting the form.
All Routes
O
Routes
L1101 - EmX 73 - UOAvillamette
101 - Campbell Center )76 - UOAVarren
¥/ 11 - Thurston /78 - UD/Seneca/Warren
112 - Gateway ) 79x% - UO/Kinsrow
113 - Centennial ) 81 - LCC/Harris
17 - 5th StiHayden Br L) 82 - LCC/Pearl
/18 - Mohawk ) 85 - LCC/Springfield
)24 - Donald )91 - McKenzie Br
) 27 - Fairmount 192 - LowellLCC
) 28 - Hilyard 193 - Veneta
132 - W 1st Ave )95 - Junction City
1133 - Jefferson )96 - Coburg
L35 - W 18th Ave -/ 98 - Cottage Grove
) 40 - Echo Hollow =) 988x-989x - Oregon Country Fair Express
) 41 - Barger/Commerce ) 990x-999x - Autzen Express
43 - W 11th / Barger ) 970x - 971x - Butte to Butte Express
/51 - Santa Clara /901 - Rhody Express
152 - Irving 1500 - Diamond Express
[ 55 - North Park 102 - EmX
) 86 - VRC/Coburg AR - Airport Connector
L/ &7 - Coburg RAVRC 1103 - EmX

i. Check each individual route box affected by this Service Alert.
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ii. For a service alert for all routes select every box of every active route
except special event service routes. Do not select the “All Routes” box.
6. Click Save Changes button to

complete process.
P P o Save Changes

7. Publish a new Tweet on Twitter (see Section 6).

6 Publish Service Alert on Twitter

1. Use the following URL to open Twitter: https://twitter.com/
Login to Twitter using the current User Email and Password for @LaneTransit account.
Click Tweet button in upper right corner of page.
Cut and paste Service Alert tweet into dialog box (see Section 2.1 for template version)
Click Tweet button to publish.

vk wnwN

7 Editing an Existing Service Alert
When detour conditions change, Service Alerts need to be updated. Use the following process to
change an existing Service Alert.

1. In TM BusOps, open the existing notice and update any details that need to be changed

2. Submit a new Tweet on Twitter

3. In GearBox, open the existing Service Alert and update any details that need to be changed
(Note: Changes made in an existing TM BusOps notice will not propagate the same changes in
GearBox. The changes have to be manually made in GearBox each time a Service Alert
changes.

4. Confirm changes have been made on each affected route page on LTD.org
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https://twitter.com/

8 Closing an Existing Service Alert

When a detour has been lifted, use the follow process to remove a Service Alert.

1. In TM BusOps, open the existing notice, select and highlight the notice to be deleted, and click
the Delete icon.

“su TransitMaster Operations - O
File Wiew Motice Queue Operations Utilities Window Help

| e |68 E TR W | [ CHE e R

Dretails Shirk

= =

=l
BY  Snowa.. Medi.. LTD iz cunently operating on show routes. See LTD.org/service-alerts for developing details.

C n TR RT T N ot = =y e

L[ [Medi. [UPDATED 5/T0, 815 am.: Due ta carstruction, inbaund Houte 81 wil not serve T b i
i o T o—" e
126 Estend... Medi.. Due to construction, inbound Route 43 will not serve the bus stop on 8th &venue east of Garfield ...

2. InTwitter, either submit a new Tweet announcing the detour has been lifted or submit a reply
to the original Tweet.

3. In GearBox, using the filters tool,
located and open the existing o
) Edit Route Note

Service Alert. Select No under

Visible to Public section. This will Below is a form for updating a route note in the system. Fill out all req

make the Service Alert inactive.
Headline * Start Date
Outbound Route 81 — Construction Detour 47251201
Type* End Date

Extended Detours EI 12/30/20

Visible fo Publigf*
7 Yes] @ No
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