TriCom Alert System 3.0

Contact Members Effectively via Phone, Fax & Email

TriCom Alert System 3.0

Operating Instructions

Last updated May 10, 2010

Documents and downloads available at
www.melnitech.com/tricom
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Using the TriCom Management System Website

The database where member information is stored and managed is located on a dedicated website
hosted on the TriCom server. The site is used to enter members, view and modify existing members,
and view / modify site administrators. The website can be accessed via Internet Explorer version 6.0
or higher.

Navigation menu: When You Log In

OLDS COUNTY: AUTHENTICATED Ater you log in tfo the
TriCom Management

Website, you will see an
interface similar to the
Your credentials have been authenticated. Where would you like to proceed? | picture on the left. From
here, you can go to
the TriCom Messaging
Section to send a fan-
out, add new members,

Tricom Messaging Section
Add Members Seclion
Memkbers Management Section

Feport Section

Administrative Section edit existing members,
create reports or mailing
Laog Cut labels, or enter the

section for creating or
editing Users for the
TriCom Management
System.

Add page to your Favorites




TriCom Messaging Section

When you enter the TriCom Messaging Section, you will see an interface similar to the following.

Log Out Add Members Section

Downloads. Help & Docs OLDS COUNTY Manage Members Section
, . . S . Reports Section

Welcome Mark Melnik MEMBER ALERT SECTION Administrative Section

Select .

message () Use automated computer vaice Include telephone calls

type: (0 Use human vaice recording Include fax calls

Include emails

Using the TriCom Messaging Section for sending a fan-out is very simple. All you do is perform the
following steps. Before starting, decide if you want to use the automated computer-generated voice,
or your own voice. The synthetic voice is convenient, but not as ‘warm’ and accurate as the voice of a
real live person.

Method 1: Using the Synthetic Computer-Generated Voice
1. When you select Use automated computer voice, the interface will change to show the
appropriate options.
2. Type or paste the message into the Telephone Message box and the Fax & Email Message
box.

3. Click the Preview message link beside the Telephone Message box. After a short delay, you
will be able to listen to the computer-generated voice.

4. ltis possible that the Telephone Message may need to be tweaked in order for it to sound
correct. The computer voice does a good job of reading normal words, but it may not be able
to pronounce names and abbreviations properly. To correct this, you may need to change the
spelling of certain words, or add punctuation characters to improve clarity. For example, the
word “Fort Saskatchewan” may sound better if it is spelled “Fort Sas-katch-a-one”. The phrase
“‘Range Road 15” may sound better if it is spelled “Range Road 1 5”. Inserting the spaces will
help to slow down the pronunciation of “15” and make it sound clearer. Also, if certain phrases
seem to be running together and being spoken too quickly, adding a comma will insert slight
pauses at those points. Feel free to experiment a little. You can preview the message as many
times as you like until it sounds correct. PLEASE NOTE that the Fax/Email message does not
need to be tweaked, but should be entered exactly as you want it to appear in a Fax or Email.

5. Check the zones that you want to send the message to.
Press the Send Alert to Selected Members button.

7. You should then see a message indicating the status of the system. Normally the message will
indicate that the notification has started successfully.

8. You are finished with sending the fan-out, and can now log out of the website. For security
purposes, click the Log Out link when you are finished with the site, and avoid using the Back
button or Close button on your browser.

9. An email will be sent to your designated Administrator when the fan-out is completed, and will
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list any contacts that were not successful.

Method 2: Using Your Own Voice
1. When you select Use human voice recording, the interface will change to show the appropriate
options.

2. Minimize your internet browser and click on the TriCom Voice Recorder icon on your
computer’s desktop. (If the utility is not installed on your computer, go to the Downloads,
Help & Docs section by clicking the link near the top left of the web page. From here, you can
download and install the TriCom Voice Recorder utility to your computer.)

3. Find the microphone volume on your computer and set it to near maximum.

4. Press the red Start Recording button to start recording. Narrate the message clearly into the
microphone.

5. Press the blue Stop Recording and Save File button when you are finished recording.

6. To remove the silences at the start and end of the recording, you can select the appropriate
areas of the waveform display and use the Delete function. You can also use the Delete
function to remove coughs, periods of silence, or other problems in the recording.

7. You can press the green Play File button to review the file at any time.

8. When you are finished, press the ‘Optimize the Volume’ button. This will automatically set the
recording to the correct volume for playback through the phone line.

9. Close the program and go back to the TriCom website.

10. Type or paste the message into the Fax & Email Message box.
11. Check the zones that you want to send the message to.
12.Press the Send Alert to Selected Members button.

13.Browse to the audio file you just recorded. It should be in your My Documents folder. Select
the file named tricomMessage.wav.

14.You should then see a message indicating the status of the system. Normally the message will
indicate that the notification has started successfully.

15.You are finished with sending the fan-out, and can now log out of the website. For security
purposes, click the Log Out link when you are finished with the site, and avoid using the Back
button or Close button on your browser.

16. An email will be sent to your designated Administrator when the fan-out is completed, and will
list any contacts that were not successful.



TriCom Add New Members Section

When you go into the Add New Members section, you will see an interface similar to the following.

TriCom Messadging Section
Manage Members Section

Reports Section
Administrative Section

Log Out MT COUNTY RURAL CRIME WATCH

Welcome Mark D. Melnik

ADD MEMBERS SECTION

Access Information Member Information Contact Information

* Contact
telephane:

Alternate email

* Member |gg[|-1-1 | * Primary first | | * Main Telephone |+ Add
number: name: notification: Member
* Zone: | | * Primary last | | * Second
_ name: notification: Cancel
Expiry date:  |na | Alternate first | | *Third
Member name: notification:
notes: Alternate last Tel area code: -_ “
name: | | Tel b
el number;
* Mailing | |
address: Tel lang -_ »
distance:
senvice:
* Postal code: | | Fax area code;
Rural address: Fax number; | |
Faxlong -_ v
. Contact distance:
ontactarea Main email | |
code: address:

address:

This form is for the adding of new members to your association’s member list. Simply fill in the fields as
listed. Items that have a red asterisk are mandatory. Fields that have a blue asterisk may be mandatory,
depending on the contact methods selected. For example, if Email is selected as a contact method,
then an Email address must be entered. When you have entered the data, click the Add Member link
to add the member.

To help you keep track of miscellaneous information concerning your members, there are two fields
provided. One is the Expiry date. This is an optional field that you can use to keep track of when that
person’s membership expires. The Member notes is also an optional field, and can be used for any
extra information that you may want to note concerning the member. Both of these fields are included
on the printed reports that can be created in the Reports section of the TriCom website.



TriCom Manage Members Section

When you go into the Manage Members section, you will see an interface similar to the following.

Log Out MT COUNTY RURAL CRIME WATCH TriGGAn; ;ﬂ:qssagi"ﬂ geﬂiﬂn
embers section
Welcome Mark D. Melnik . R . - - B . Reports Section
1 i.'l' i 1 i ;!'h O _',:1' L.‘H\' W VL (_,i';\. - " .
TEMBERS MANAGEMENT SECTI Administrative Section
SEARCH BY ZOME SEARCH BY MEMBER
99 ¥ | Go | Lastname: | | Ga
Member #: | | Ga
1
Access Information Member Information Contact Information
Member 30002 | Primaryfirst  [yaria | Main Telephone | Edit Delete
number: name: notification:
Zone: |gg | Primary last |f-.-'|E!|r'|i|{-'3~. | Second |N[|r|e |
_ name: natification:
oon | | Atemate | | Third None |
’ first name: notification:
:';EQ;_EF Alternate | | Tel area |75|;| |
’ last name: code:
Mailing na Tel number: |93521gg |
address:
Tel lang |Nﬂ |
_ distance:
Town/City: |E|arrheac| | Tel answer |Ans Mach |
semnice:
Fostal TTN1C4 |
code: Faxarea |BBE |
Rural 5831451 code:
address: EROZR0T Fax number: |5831451 |
Faxlong |x,r55 |
Contact |;-'g|:| | distance:
area code: Main email |mark11@a|lmail.ne|
Contact |5?4?53|;| | address:
telephane: Alternate imm@customwenc|
email
address:
Member 30003 | Primaryfirst ks | Main Telephone | Edit Delete
number: name: notification:

This is where you can look up and edit member information, or delete any members from the system.
At the top of the form is a search area. Here you can search by zone, or you can enter the name of a
specific member whom you wish to edit. To edit a member’s information, first find that member by doing
a search by zone, last name, or the member number. Then, when you have found the member, click the
Edit link. After you have updated the member’s information, click the Save changes link to save the new
information. If yo want to remove the member from the system, simply click the Delete link.



TriCom Member Report Section

The Member Report section allows you to generate reports for viewing online or for printing. You can
also create Mailing Labels from this interface.

Creating a Report

To create a report, simply select each zone that you want the report to include. You can select multiple
zones by holding the Control key while left-clicking on each zone with your mouse. Once you have
selected the zones for which you want to create the report, press the Display Report button. You will
then see an interface similar to the following.

Log Out MT COUNTY RURAL CRIME WATCH TriCom Messaging Section
Add Members Section

Welcome Mark D. . . . o ] Manage Members Section
Melnik :1?;;:1?!;;;!{ RI_-I.(}RT Sf;(.-rf(}.‘\' Administrative Section

SELECT DISPLAY ORDER INSTRUCTIONS

FONES

a0 - To create a Members report, selectthe zones that

59 © Sortby membernumber [ DisplayReport | you want included in the report, select the desired

a5 O sort by last name sqrt arder, and cliu:k_ "D_ispluay _Repnrt". ‘r’uou can then

af [ Print Report ] printthe report by clicking "Print Report™. To create

a7 O Sort by zone Mailing Lakbels, select the desired zones and click

the "Create Mail Lakels™ button. A Microsoft Excel
spreadsheet will be created dynamically, and you
will be prompted to save this file to your computer.
You canthen use a program designed to print
mailing lakels from an Excel spreadsheet for the
specific type of label you are using. One program
that is very easy to use and can print to a wide
variety of labels is called "Avery Wizard for Microsoft
Office”, which can be obtained via free

download from www.avery.com

| Create Iail Labels |

Hold "Control’
to select more
than ane zone

Comprehensive Members Report
Tuesday, February 05, 2008

Melnika, Marka AlternateMame: na Expiry:
Zone: 88 Motify1: Telephone [F80-986-21958] MA: na Barrhead T7YMN1C4
MemmMum: 90002 Motify2: Mone R4 5831451 6692607
TelMum: Y80-674-7530 Motify3: Mone MemMotes:

If you press the Print Report button, you can now send the report to your printer.
Creating Mailing Labels

If you intend to print Mailing Labels for the selected zones, pressing the Create Mail Labels button will
allow you to save a Microsoft Excel spreadsheet to your computer. You can then print the labels, using
Microsoft Excel, to the mailing labels of your choice. If you are printing to Avery mailing labels, you may
want to install the free Avery program as described under Instructions.



TriCom Administrative Section

Only Administrators can access this section. The TriCom Administrative Section allows users to be
created who can then log in to the TriCom Management System Website.

The only people who have access to the TriCom Management System Website are individuals who
have login credentials. There are 3 capacities that a user can have: AddOnly, AddModify, and Admin.
When you add a user you can set them up with one of those 3 capacities, depending on what you want
them to be able to do. User capacities are as follows:

1. AddOnly: The user can add new members, but cannot view existing member information.
2. AddModify: The user can add new members, and can both view and modify existing member
information. The user can also access the TriCom Messaging System and the Reports section.

3. Admin: The user has AddModify rights, and also can both view and modify existing user
information. The user can also access the TriCom Messaging System and the Reports section.

From the Administrative Section, new users can be created with an appropriate level of access, or
existing users can be edited as desired.

The lower part of the Administrative Section contains settings that pertain to the interfacing of the
TriCom Management System Website to the TriCom Telephone Server. These settings should not be
changed.

Backing Up the TriCom 3.0 Server

The following instructions describe how to perform a backup of the TriCom Server that hosts the TriCom
application components. You can use any decent CD Writing software that you wish, but Ahead Nero
Express or Ahead Nero Burning ROM are recommended.



How to Perform a Server Backup for the TriCom 3.0 Server using Nero Express

Open Nero Express.

l Mero Manuals 4
r Nero Toolkit r
r ﬁ' Mero Burning ROM

4 Mero CoverDesigner

» a1 Nero Express ]
m Mero PhotoSnap

¥ &l Mero PhotoSnap Viewer

¥ &® Nero ShowTime

Wi Mero SoundTrax

Click the Add button in the Disc Content window.

A Nero Express

Disc Content

&dd data ko vour disc,

%9 1y Disc

Mame “ak Size | Type Modified Cirigin

Tokal space used:

| | [ [ | | | [ | | |L,| | | [
l 100ME 200ME 300ME $00ME S00ME BO0ME FO0ME s00ME 2RGE
9] S | w0l

Browse for the files you want to back up and highlight them before you click the Add button. The
following files need to be added to the compilation.
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e Folder: C:\Inetpub\wwwroot\TriComWebApp3

e TFolder: C:\Program Files\TriCom\TriCom Server 3\WorkingFiles

File:

C:\Program Files\TriCom\TriCom Server 3\TriComServer3.exe.config

## MNero Express ;”Elgl
Disc Content o o]
Add data to your disc. ﬁ

@Mv Disc v | LD uﬁ |-'|_|3

Marmne 3 Size | Type Modified

TriComWebApp3 0 KB File Folder 2010.0...

WaorkingFiles 26,548 KB File Folder 2010.0...

=g TriComServer3.exe.config 7 KB XML Configuration File 2010.0...

Total space used:
< | >
|1 1 | 11 | I 1 1 | | | | [ | 11 | 11 | 11 | |1
I 100MB 200MB 300ME 400MB S00MEB po0ME F00M ao0Me =l

Click the Close button after all files and folders have been added to the compilation.

Click the Next button to continue.

Select the final burn settings.
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7 Noro bxpross mEx
| Commme— + FioolBurn Settings

H Sans the active project Chick Burn’ ko start the recording process, Y

\Wetire speed : — : -
(1,200 KB4 ] @ Curerd secorder (35 G _NECDVD_Fiw ND13004. [COA/RW] vl @
Dikse: pafis:

© 2

H

@ Murmber of copies: 1 e

] Al Hless 1s bes addied Istise [multisessian dise) ﬂ
[#] Wesity dats on dise alter buming ﬁ

Wirke Method
Toack-at-once

it

[ Distermines masimum speed
I [ Sirvnadstion

| [+ Wit

[] Finaize: Disc

38688

@ D Beck + Bum

(1) Current recorder
Select the recorder you want to use.

(2) Insert a Disc name.
(3) Select the Writing speed.

(4) Allow files to be added later

Creates a multisession disc.

Further data can be added to the disc later. The disc will not be finalized.

Refer to the Nero Express manual for further details about how to create multisession discs.

(5) Verify data on disc after burning
Nero compares the burned files on the disc bit by bit with the original files on the hard drive.

(6) Write Method

Select either Disc-at-once or Track-at-once.

Use Track-at-once when burning a multisession disc, otherwise always use Disc-at-once.
Disc-at-once: The entire CD/DVD is written in one go without deactivating the laser.
Track-at-once: Every track is written individually. The laser is turned off after every track.

(7) Determine maximum speed
A speed test is performed before recording.
Nero will determine the safest maximum speed for burning your disc.

(8) Simulation
A simulation burn will be performed to check if the disc is ready.
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No data is actually written on the disc.

(9) Write
Starts the actual physical burning process.

(10) Finalize disc
The disc will be closed after burning. No further data can be added to the disc later.

(11) Number of copies
Select the number of copies.
Click the Burn button to start the burning process.

Nero will open the following window if it does not detect a blank CD-R or CD-RW medium in the
recorder drive.

DVD_RW ND-2500A: Waiting for Disc

[ 3 Please inzert an empty dizc boowrite to. .

Digc required for the compilation: CO-R/RW

Dizc type ik the recarder: [Ermpty]

Cancel

Insert a blank disc. Nero will detect the disc and will start the burning process automatically. (Do not
click the Cancel button!)

Follow the status of the burning process in this window:
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ﬁ' Ne ru"E':'i'('p' ress

Burning Process

Please wait. ..

Time Ewvenk
10:21:47 &M _NEC DVD_RW MD-13004
Buffer underrun protection activated
10:21:49 AM  Caching of files started
10:21:49 aM  Caching of files completed
10:21:49 AM  Burn process starked at 10 (1,500 KEB's)

00 0

BLFFFEeTr

Frocessskhatiis: Tokal time: 0:00:03
oy
NENEERRRRE NN AR NERNEEERREAE

Wyriting at 10 (1,500 KB

L 7]

(1) Process status
Progress bar of the burning process.

The burning process has been completed successfully.
Click the OK button to continue.

Mero Express Ed

\‘5) Burn process completed successfully ak 10w (1,500 EB/[<)

Click the Next button to finish the burning process.
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’A‘ Nero Express

Burning Process

Please wait. ..

Tirne
10:21:47 AM

{Ij,

10:21:49 A
10:21:49 AM
10:21:49 M
10:22:173 aM

0660

Ewvenk

_MEC DND_RW ND-13004

Buffer underrun protection activated

aching of files started

Caching of files completed

Burn process started ak 10x (1,500 EB/'s)

Burn process completed successfully ab 10x (1,500 KB)'s)

Burn process successful, You can prink
or save a detailed report.

-3

9]

Select Exit Nero Express to finish the data CD burning process.

Additional Help & Information

Additional documentation for the TriCom Alert System is provided at

www.melnitech.com/tricom or on your TriCom website.
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