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1 Launching MTA Insight App

After the MTA Insight App is installed, tap on the MTA Insight icon to launch.

> WE 8 P “oE gl 90% W 10:33

Search for apps \.!,f :

& (o S

Settings Voicemail Firefox Uber

This will take you to the login screen.

¥ Remember me

Problems signing in? Click here
IT Service Desk: 646-252-8888

Version 1.8.6
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Enter your Pass Number and your MTA IAMS password.

Note: Your MTA IAMS password is case-sensitive.

di
To quickly resolve password issues, go to <) To quickly resolve p issues, go to [ ]
https://myaccess.nyn 7 https://myaccess.nymitaiinfa; :
prompt=true. If you ne ance, contact prompt=true. If yo ; ,mntar.:t

Employee Pass# 512345
—

w Remember me » Hemember me

@ Login )

Tap on the Login button.

Note: Login button is disabled until you enter Pass Number and MTA IAMS
password.

Option m is available — check it INliiststtlll \while logging in to remember
your username. So, next time you are logging in you will only need to enter password.
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) o % Y 61% 10047

Insight

123456

Password

+ Remember me
Login

Forgot password? Helpdesk: 646-252-B888
3 nt g9

Once you have logged in successfully, all of the functions that are available to you
within the app can be found in the Main Menu, that will not be the first screen you see.

D

Welcome
STARR, NACMI
SUTSO01
(Seniority: 004550)

Password expires in 2913556 days
(on 12/31)

Upcoming Pick
Timecard Viewer
Scheduled Assignment(s)
Leave Balances
Picked Jobs
Scheduled Vacation Week(s)
Quota Absences
Pick Board
System Settings

About

= Logout
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2 Upcoming Pick

After you have successfully logged on, if you are included for an upcoming pick, the
Upcoming pick screen will appear. This screen is the default screen that opens as you
log in, so you won't miss his next pick.

Welcome
DEW, JENNI E
SUTS01
(Seniority: 01302)

Password expires in 2913550 days
(on 12/31)

Upcoming Pick
Timecard Viewer
Scheduled Assignment(s)
Leave Balances
Picked Jobs
Scheduled Vacation Week(s)
Quota Absences
Pick Board
System Settings

About

 Logout

When there is no pick upcoming or active, then
e the Upcoming Pick button will not be displayed on the Main menu.

e the app will skip to Timecard Viewer

6 /87 Doc Rev 01/30/2023



This screen displays information on the following:
e Scheduled Pick Date/Time
e Pick participating
e Picking Start Date
e Picking End Date
e Effective Date of Pick
e Expiration Date of Pick.

=  Upcoming pick =  Upcoming pick

Scheduled Pick Date/Time

12/21/2022 09:50:00
(Vacation)

Scheduled Pick Date/Time

- No Date / Time -
(Work)

Participating in Pick

Staten Island System Pick 2023

Picking Start Picking End

11/21/2022 12/30/2022

Effective Date of Pick  Expiration Date of Pick

01/01/2023 12/30/2023

Participating in Pick

2023 TWU OATA Consolidated Pick eff 2023- (FLTT)

Picking Start Picking End

09/14/2022 12/04/2022

Effective Date of Pick  Expiration Date of Pick

01/08/2023 04/01/2023

If there is no upcoming pick because the last date to pick before the pick becomes
effective (as shown pictured above-left), there will be no Scheduled Pick Date/Time.
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3 Timecard Viewer

After you have successfully logged on and there is no upcoming pick, the Timecard
Viewer screen will appear.

=  Timecard Viewer

Welcome
DEW, JENNI E
SUTSO01
(Seniority: 01302)

Password expires in 2913550 days
(on 12/31)

Select Date for Timecard

Upcoming Pick

Timecard Viewer FROM

December 21 2022 1

Scheduled Assignment(s)
Leave Balances { Search
Picked Jobs
Scheduled Vacation Week(s)
Quota Absences
Pick Board
System Settings

About

E Logout

The Timecard Viewer screen defaults to the current day. Tap on the calendar icon
to view other dates.
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A calendar will appear at the bottom of the screen. Scroll to select the date you would
like to view.

Bl PUEe » = il 92% W 09:53

= Timecard Viewer

Select Date for Timecard

FROM
06 2018 (=)

Search

CANCEL DONE
04
January 05
February 06 2018
March o7 2017
April o8 2016

After you have selected your month, day and year, tap on DONE.
DONE will change the default date to your selected date.

CANCEL will take you back to the previous screen, displaying your weekly timecard for
the previously selected date.

Tap the Search button to bring up your weekly timecard for the selected
date.
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By default, your timecard for the selected day’s week will be displayed. Use the green
buttons at the top of the screen to navigate to the previous week or to the next week.

=  Timecard Viewer

< Previous
2022

12/18 12/19 12/20 12/21 12/22 12/23 12/24
SUN MON TUE WED THU FRI SAT Total

Approved

You can continue tapping on
past or future timecards.

Dec 18 - Dec 24 Next>

10/ 87

=  Timecard Viewer

< Previous

Dec 25 - Dec 31 Next>
2022

12/25 12/26 12/27 12/28 12/29 12/30 12/31
SUN MON TUE WED THU FRI SAT Total

N >,

Approved

to move back and forth to more
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On some phone screens, Totals may not appear without dragging screen to the left.

D1FCEs ~p

= Timecard Viewer

(SPeieis) Feb 4 - Feb 10
2018

\
0L/04 0205 0X/06 OL/07 02/08 02709 oA
SUN MON TUE WED THU FRI SAT

NTDIF

A9 M0954

LR L Ul

. A 92500955
= Timecard Viewer

(EPevisis) Feb 4 - Feb 10
2018

\
OL04 OZ0S 0L OX'07 OO OR/0% 02N
SUM MON TUE WED THU FRI  SAT |[Total

Tap and drag
left to view
Total
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On some phone screens, you may not be able to see all of the Pay Codes that apply to
you. If so, tap and drag up to see the rest.

= L] . T Jil - y BI%0 157
04/0F (4/03 04004 O4/05 O4/06 04/07 0408
EUN MON TUE WED THU FRI AT |

= Timecard Viewer
ERSE) Feb 4 - Feb 10 Hhiioiioliod
2018

0104 O30 oL0d SXOT 08 OLOY 020
S i ] TUE WD THU il SAT

OF. &2

Rest of
SCreEn nol
provicusly

wisilli

Tap and
scroll up
1o saa the

To view your timecard for week following the week you selected, tap on the Next

m button.

12 / 87 Doc Rev 01/30/2023



DOB MTA Insight App User Guide v1.8.6 /7

Ol ELEs ol 92% W 09:54

— Timecard Viewer

(=Previsis) Feb 11 - Feb 17
2018

X111 0212 02/13 02414 02715 02M16 024
SUN MON TUE WED THU FRI SAT

Again, tap and drag left to view Total (see image on previous screen).

: or .

NOTE: In previous versions you could only see current week and following week.

You can go to desired week by tapping on
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4 Main Menu

MTA Insight App allows you to also see your Upcoming Pick, Timecard Viewer,
Scheduled Assignment(s), Leave Balances, Picked Jobs, Scheduled Vacation Week(s),
Quota Absences, and Pick Board.

Upcoming Pick

Timecard Viewer
Scheduled Assignment(s)
Leave Balances
Picked Jobs
Scheduled Vacation Week(s)
Quota Absences

Pick Board

To access these screens, tap on the Settings icon E at the top left of your screen

Ot E@WEE b » HEE .l 92% W 09:54

— Timecard Viewer

This Week Next Week >

or swipe from the left edge of the screen to go to the Main Menu.
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Your Pass and Seniority# will appear at that top:

Welcome
DRIVER, URIT
SUTS06
(Seniority: 07037T)

Password expires in 2913521 days
(on 12/31)

Upcoming Pick
Timecard Viewer
Scheduled Assignment(s)
Leave Balances
Picked Jobs
Scheduled Vacation Week(s)
Quota Absences
Pick Board
System Settings

About

= Logout

The Main Menu will display your name and pass number along with the following:
e Upcoming Pick
e Timecard Viewer
e Scheduled Assignment(s)
e Leave Balances
e Picked Jobs
e Scheduled Vacation Week(s)
e Quota Absences
e Pick Board
e About - displays essential information about MTA Insight App and allows sending
email to MTA Insight App support

e Logout
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When there is no pick, then the Upcoming Pick button will not be displayed on the Main
menu.

w oo B0% i 10:43

Your name

pass # &

senonty #

Timecard Viewer
Scheduled Assignment(s)
Leave Balances
Ficked Jobs
Scheduled Yacation Week(s)
Quota Absences
System Settings

About

= Logout

Tap to choose your desired option.
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5 Scheduled Assignment(s)

Scheduled Assignment(s) access screen gives the option to view iour scheduled

or the

assignment(s) only for today and tomorrow. Tap on the Today

TOMORROW . .
| button to view your assignments for each day.

D 0NWsE e H&= .l 92% M 09:57

Tomorrow i

—] Scheduled Assignment(s)

Select the Day

TODAY

TOMORROW
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If you select TODAY your assignments for today will appear.

SuUERE A 100% 81231

— Scheduled Assignment(s)

Today  Tomorrow >
L/L:
Run #:
Report Location:
Report Time;

Schd. End Time;

| Job #:
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TOMORROW

If you select TOMORROW | i your assignments for tomorrow will appear.

Currently viewing Page1 Scheduled Assignment(s)
as indicated by the bright dot

[EI-T-TE uo Ll 100% 0 12:31

= Scheduled Assignment(s)

% Today Tomorrow

These dots will only
appear when there are
multiple assignments.

Run #: Swipe horizontally to view
each assignment.

L/L:

Report Location:
Report Time:;

Schd. End Time:

| Job #:

This box is called
your context

If you have multiple assignments on the selected day, the page icon _ will appear
at the top of your context screen.

In this example, there are two assignments, so the page icon is two dots. For three
assignments, this icon will be three dots, and so on. This means that each assignment
is displayed on a separate context page. The bright dot indicates the assignment that is
currently displayed. Assignments are shown in time order.

Swipe accordingly to view the other assignments not displayed, as indicated by number
of the darker dots.
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Tod
In addition, you can toggle between days by tapping on the Today and

Tomorrow >
Tomorrow - buttons.

& B a 10058123 S @ & @ L 100581231

—; Scheduled Assignment(s) —| Scheduled Assignment(s)

Today | Tomormow = t_Tmtlr Tomorrow

|".

L/L:

L
L/L:

Run #: Run #:

Report Location: Report Location:

Report Time: Report Time:

Schd. End Time: Schd. End Time:

| Job #:

| Job #:

For Android phones only: You have the option to return to the Scheduled Assignment(s)
screen by tapping the back button on your phone once.

This return option is not available on iPhones.

To exit Schedule Assignment(s), tap on the Menu icon E This will take you back to
the Main Menu.
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6 Leave Balances

Leave Balances

To view your leave balances, tap on Leave Balances option from the
Main Menu.

This screen displays information on the following:
¢ Overtime Offset (OTO) — displays time in hours and minutes (HH:Ml)
e Available Vacation Allowance (AVA)
e Personal Leave Day (PLD)
e Sick
e Vacation

G0 ) B4 B B H .l 100% M 14:55

— Leave Balances

Sick Category: BAD

Sick Leave Control List: Yes

Overtime Offset (OTO)
3:46
Available Vacation
Allowance (AVA)

4 day(s)

Personal Leave Day
(PLD)

1 day(s)

Sick
0 day(s)

Vacation
20 day(s)
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7 Picked Jobs

Picked Jobs

To view your picked jobs, tap on Picked Jobs option from the Main Menu.

This screen will display your current and nearest future pick. If you do not have a
future pick, your screen will look like the image on the left (only “Current Pick”
field will be populated). If you have a future pick, your screen will look like the
image on the right (both “Current Pick” and “Future Pick” fields will be
displayed).

DI@aEs xr  T401%E0958

DISCEe 5 4 91% R 0958

— Picked Jobs — Picked Jobs

Select Pick Dates Select Pick Dates

Current Pick Current Pick

02/04/2078 - 06/30/,2018

-I 02/04/2018 - 06/30/2018

Future Pick

07/01/2018 - 11/30/2018

Tap on the Current Pick | ) ;. \ic\ your picked jobs in the current pick.

{ 0710172018 - 11/302018 ]

Tap on the Future Pick i date range (if available) to view your future picked

jobs.
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In case you do not have any picks, your screen will look like the image below -
“Current Pick” field will be shown empty.

OI&FCE6 ~ & A NE0958

Picked Jobs

Select Pick Dates

Current Pick

A display with just a dash (-) ¥ indicates that pick was not completed.
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After you have selected your Current Pick or Future Pick, a screen, looking like the one
below will appear with details on your Picked Jobs and daily assignments.

The dots appear only
when there are multiple
picked jobs. Swipe
horizontally to view each

OiEuEs ~F 09:59 Ol PS&E6 491 % W 0559

=  Picked Johs — Picked Jobs
L

SPECIALS 011 S8 DT 002 HK
Effective Date: 02/04/2018
Expiration Date: 06/30/2018

Effective Date: 02/04/2018
Expiration Date: 06/30/2018

Asgignments

Assignments

Rapt. ol Pay
Hirs,
Rept. Clear

OQ:a0

08:30A 11:10A 3 TRAN 2008 O6cOA 0800
0&6:00A OB:40A ~ I Enc N0,
Ofh:0A  Of:00
1_1-5:-]-.:-;: 8 00

Ll s el O -0

o0 o0 000 J
Currently viewing Page1 Picked Job Currently viewing Page2 Picked Job
as indicated by the bright dot as indicated by the bright dot

If you have multiple picked jobs, in the Current Pick or Future Pick you have selected,
the page icon _ will appear at the top of your context screen.

The bright dot indicates the page you are currently on.

In this example, there are two picked jobs, in the Current Pick. Therefore, the page icon
has two dots. For three picked jobs, there will be three dots, and so on. This means that
each picked job is displayed on a separate context page. The bright dot indicates the

picked job that is currently displayed.

Swipe accordingly to view the other picked jobs not displayed, as indicated by number
of the darker dots.
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To return to the Select Pick Dates screen (previous one), tap back button

on your phone (only available for Android
phones).

To exit Picked Jobs screen, tap on the Menu icon E This will take you back to the
Main Menu.
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calendar icon to view other dates.
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Scheduled Vacation Week(s)

To view your scheduled vacation weeks, tap on Scheduled Vacation Weeks

Scheduled Vacation Week(s)

option from the Main Menu.

Welcome
DEW, JENNI E
SUTSO01
(Seniority: 01302)

Password expires in 2913550 days
(on 12/31)

Upcoming Pick
Timecard Viewer
Scheduled Assignment(s)
Leave Balances
Picked Jobs
Scheduled Vacation Week(s)
Quota Absences
Pick Board
System Settings

About

= Logout

Scheduled Vacation Week(s)

Select Date for Scheduled Vacations

FROM

December 20 2022 \

Search

The Scheduled Vacation Week(s) screen defaults to the current day. Tap on the

26 /87
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A calendar will appear at the bottom of the screen. Scroll to select the date you would
like to view.

> QI T HE il 91% M 10:02

= Scheduled Vacation Week(s)

Select Date for Scheduled
Vacations

FROM

February 06 2018 |

CANCEL DONE
04
January 05
February 06 2018
March 07 2017
April 08 2076

After you have selected your month, day and year, tap on DONE.

DONE will display your scheduled vacations from the date you have selected.
CANCEL will display your scheduled vacations from the previously selected date.

Tap the Search button to bring up the Scheduled Vacation Week(s)
screen, with all your vacation weeks, scheduled on or after the selected date.
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The Schedule Vacation Week(s) screen has two panes.

The upper pane lists the vacation weeks’ start date, resume date and status.

TN R

el 91% W 10:02

— Scheduled Vacation Week(s)

Start Date
11/04/2018
08/05/2018
07/08/2018

D4f01/2078

Absence Type:
VAL

Vacation Week

Mature of Absences:

| Comments:

End Date
11/ I‘I.ﬂ’(ﬁl-
ogf1z/2018
07152018

04/08/2018

Cal. days:

Status
Approved
Approved
Approved

Approved

VAC CODE:

Current

The lower pane displays additional details on the line selected in the upper pane —
. When you tap on a different line on the upper pane, it will
become green highlighted and the associated details will appear on the lower pane.

28 /87
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If you do not have any scheduled vacation for the selected date, your screen will display
“No vacations for selected period.”

0 [3 B E % al 98% W 15:21

= Scheduled Vacation Week(s)
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9 Quota Absences

i Quota Absences i
o To view your quota absences, tap on Quota Absences option from

the Main Menu.

Quota Absences

You are #

Welcome
DEW, JENNI E
SUTSO01
(Seniority: 01302)

Passwaord expires in 2913550 days
(on 12/31)

Select Date for Quota Absences

Upcoming Pick
Timecard Viewer FROM
Scheduled Assignment(s) ]
Leave Balances ; { Search
Picked Jobs
Scheduled Vacation Week(s)
Quota Absences
Pick Board
System Settings

About

 Logout

The Quota Absences screen defaults to the current day. Tap on the calendar icon
to view other dates.
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A calendar will appear at the bottom of the screen. Scroll to select the date you would
like to view.

d [3 H= .l 100% W 12:13

— Quota Absences

Select Date for Quota
Absences

FROM

July 06 2018 J

CANCEL DONE

March 04
April 05
May 06 2018
June 07 2017
July 08 2016

After you have selected your month, day and year, tap on DONE.

DONE will display your scheduled vacations from the date you have selected.
CANCEL will display your scheduled vacations from the previously selected date.

Tap the Search button to bring up the Quota Absences screen.

This screen displays information on the following:
e Date
e Quota
e Requested
e Your#
e Type
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Quota Absences

Date Quota Requested You are #

12/18/2022 6 0
Type: AVA, PLD and OTO

12/18/2022 6 0
Type: VAD
12/19/2022 6 6
Type: AVA, PLD and OTO
12/19/2022 6 T
Type: VAD
12/20/2022 ] 0
Type: AVA, PLD and OTO
12/20/2022 6 6
Type: VAD
12/21/2022 6 0
Type: AVA, PLD and OTO

12/21/2022 6 4
Type: VAD

. L/
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10 Pick Board

Pick Board allows you to search for and display information about packages and
assignments available to you in upcoming picks. When available, pickable holiday
assignments and vacation week slots are also searchable

Pick Groups

Select a Pick Group

02/05/23 o
Mtz Baisley Park Depot Maintenance Pick Eff 02/05/23

Welcome Baisley Park Depot Maintenance CM Eff 02/05/23

DRIVER, URI T ' ists. CM  No Last Picked Employee information exists.
SUTS06

(Seniority: 07037T)
Password expires in 2013520 days . . Baisley Park Depot Maintenance HM Eff 02/05/23
(on 12/37) g c HM  No Last Picked Employee information exists.

Upcoming Pick
Baisley Park Depot Maintenance CLN Eff 02/05/23
Timecard Viewer i ists. CLN No Last Picked Employee information exists.
Scheduled Assignment(s)
Leave Balances
Picked Jobs
Scheduled Vacation Week(s)
Quota Absences
Pick Board

System Settings

About

& Logout

Searching a pick requires that you select an applicable Pick Group from the list
containing the ones for which you are eligible. Even if there is only one displayed, make
sure it is selected.

Similarly, the Location must be set or no search is possible.
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10.1 Pick / Pick Group / Locations

Pick Board advances through 3 screens. Each requires you to select from each of Pick,
Pick Group, and Location. If any of them display only one option then select that one.

Pick

Pick

Baisley Park Depot Maintenance Pick Eff 02/05/23

Pick Group
Pick Groups

Select a Pick Group
Pick

Baisley Park Depot Maintenance Pick Eff 02/05/23

Baisley Park Depot Maintenance CM Eff 02

CM  No Last Picked Employee information exists.

Locations

Locations

Select a location

Pick Group
Baisley Park Depot Maintenance CM Eff 02/05/23

ey Park Depot - Mainten

RB - Mechanic 1
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Once the required selections have been made, the Search Type buttons are activated.

Locations

Select a location

Pick Group
Baisley Park Depot Maintenance CM Eff 02/05/23

Baisley Park Depot - Maintenance Hourly

RB - Mechanic 1

Packages Holiday Vacation
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10.2 Search for Packages

Tap the desired Search Type button at the bottom of the screen and set one or more of
the filters for your search.

Packages Holiday Vacation

The first screen after you tap a search type button will display filters for you to narrow
your search. Filters are usually needed to narrow the results sent to your phone. (A
“timeout” error may result from too many packages matching your search.)

Search Assignments/Pkgs

M Include Standby/Relief Type Packages

Where this RDO still
available:

Work type:
Route/Line:
Report between:
Clear between:

Min package pay (hours):

Min run pay (hours):

Single day assignments:

Bl Sun B Mon

B Thu W Fri

Search Clear

You don’t need to use all of them, but two or three usually saves time. The ones you
don’t use will be ignored.
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Tap into the empty boxes to display and choose the desired filter values by selecting
from the available options, such as those shown here.

Use the first checkbox if you want to “Include Standby/Relief Type Packages”.

v Include Standby/Relief Type Packages

Other filter options are pictured below:

10.2.1 Where this RDO is available

Search Assighments/Pkgs

B Include Standby/Relief Type Packages

Where this RDO still
available:

Work type:

Route/Line:

Report between:

Clear between:

Min package pay (hours):

Min run pay (hours):
Single day assignments:

B Sun H Mon

CANCEL oK

H Thu W Fri

 Clear

37 /87 Doc Rev 01/30/2023



DOB MTA Insight App User Guide v1.8.6 /7

10.2.2 Work Type

Work Type

Work Type

BM - Bus Move

BM - Bus Move
DT - Drill/Yard Shifting of Buses ...

LR - Labor Relations

LR - Labor Relations
MS - Miscellaneous

MS - Miscellaneous

&)
©)
() DT - Drill/Yard Shifting of Buses ...
(e}
O

RD - Road (Revenue Vehicle Pas...
~~

CANCEL OK CANCEL OK
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10.2.3 Route/Line

Route/Line

MISC - MISC Miscellaneous Run...

S40 - S40 Richmond Terrace

$S4090 - S4090 Richmond Terrace

S42 - S42 Brighton Avenue

CANCEL OK
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10.2.4 Report between, Clear between

Report Loc

Clear Location

Min run pay

CLEAR CANCEL DONE

0o

01 00
02 15
03 30

When setting the Report and Clear times, you must scroll (or “roll”) the hours and
minutes separately to reach the desired values. Note that one line of numbers is slightly
larger and a different color (green) than all of the others (black). The green numbers will
be entered in the form when you press DONE.

10.2.5 Report location

Report Location

125F - 125 5t Flagging
130F - 130 Livingston Flagging

138 - 138th Street & 3rd Avenue

145 - 145th Street Upper Level

"o

CANCEL oK
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10.2.6 Clear location

Clear Location

125F - 125 St Flagging

130F - 130 Livingston Flagging

138 - 138th Street & 3rd Avenue

145 - 145th Street Upper Level

CANCEL oK

10.2.7 Min package pay (hours) / run pay (hours)

To set your search to require “Min run pay (hours)”, tap into the box and type in the
number of hours.

Alternatively, you can require “Min package pay (hours)” in the same manner, but BOTH
are not possible.

Search Assignments/Pkgs

B Include Standby/Relief Type Packages

Where this RDO still

available: wr

Work type: AA - As Assigned
Route/Line:

Report between:

Search for both Run
and Package Pay is not
allowed

Clear between:

Min package pay (hours):

Min run pay (hours):

Single day assignments:

B Sun H Mon B Tue B Wed
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Single day assignments and its options should not be selected for a packages search.
(See “Picking Date Assignments”)

When you are done, tap the Search button at the top or bottom of the screen and wait
for the results to display.
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10.3 Package search results

In the example below, utilizing only one filter was not enough to narrow the number of
packages in the result. Mercifully, you’ll see a “Failure” message instead of waiting half
a day while your smartphone tries to cram them into its memory.

Pick G
Selec i rouPﬁjc. Search Assignments/Pkgs

ck
Sub B TO/CR Fall Pick 11/27/22 EPB
Tour:

Where this RDO still

Pick Group EVEIELIER

Sub B TO/CR Fall Pick TO RD - Road (Revenue =
Work type: Vehicle Passenger
Service)

® 0
TO 371765 TA - 00353 - HASAN, KHATIB

Il Pick 11/27/% CR District

CR 354761 TA - 00300 - HALL JR, HAROLD

Line/Location: )
Failed to load
Assignment Packages
TimeoutError: Timeout has
occurred

Report between:

Clear between:

Report Location:

Clear Location:

Min run pay (hours):

Single day assignments:

M Sun W Mon

Packgages Holiday LR B Include Standby/Relief Packages

By adding just one or two more filters, the search results may be successfully retrieved.
10.3.1 Package Results

The next few images display examples of results returned by package searches from
different Pick Groups and Locations. When appropriate, the progress of the pick may be
represented at the top of the screen by the seniority number of the latest employee who
picked.
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Package Results

Tap on a package then Details to view assignments

Employee Who Last Picked:

Seniority

01152

RD MISC 102 HK

Report: 00:37A Clear: 08:24A
Run: 40:13 NDiff: 32:14
BO CHAT

RD MISC 104 HK

Report: 01:17A Clear: 09:11A

Run: 40:00 NDiff: 23:30
CHAT

Report: 04:09A Clear: 12:51P
Run: 40:00 NDiff: 21:08
BO CHAT

RD MISC 127 AM

Report: 05:56A Clear: 14:27P
Run: 44:32 NDiff: 18:35
BO CHAT

RD MISC 129 AM
Report: 06:04A Clear: 17:36P
RUf!ide02 New Search  1g:05 Detalls

10.3.2 Package Day of Week Details

When you Select one of the packages, you’ll be able to see additional details. The
available RDOs remaining are displayed.
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Package Results

Tap on a package then Details to view assignments

Employee Who Last Picked:

RD MI¢

Report: 00:37A
Run: 40:13

BO

R > 104 HK

Report: 01:17A
Run: 40:00
BO

Report: 04:.09A
Run: 40:00

Report: 05:56A
Run: 44:32
BO

RD N
Report: 06:04A
Holiday

New Search

Seniority

Clear: 08:24A
NDiff: 32:14
CHAT

Clear: 09:11A
NDiff: 23:30
CHAT

Clear: 12:51P
NDiff: 21:08
CHAT

Clear: 14:27P
NDiff: 18:35
CHAT

Clear: 17:36P

45/ 87

Details

Tap the “Details” button on the lower right to open the package’s Day of Week Details.
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Day of Week Details

Tap on a day to open activities

Total Regular
40:13

Sun

RD MISC 102
Report: 00:36A
Regular: 08:00

Mon

RD MISC 102
Report: 00:37A
Regular: 08:00

Thu

RD MISC 102
Report: 00:37A
Regular: 08:00

Fri

RD MISC 102
Report: 00:37A
Regular: 08:00

Assignment Package

RD MISC 102 HK

Total NDiff
3214

Clear: 09:22A
NDiff: 07:55

MISC/102

Clear: 08:24A
NDiff: 05:22

MISC/102

Clear: 08:24A
NDiff: 05:22

Clear: 08:24A
NDiff: 05:22

46 / 87
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10.3.3 Package Day of Week Activities

Activities

Assignment Day Run Identifier

Sun RD MISC 102

Title Tour Report Clear
BO HK 00:36A 09:22A

Job Regular N.Diff
MISC/102 08:00 07:55

REPT Location: CHA
Start: 00:36A End: 00:46A

VEHCL
Start: 00:46A End: 04:56A

SWING Location: CHA
Start; 04:56A End: 06:47A

VEHCL Location: CHA
Start: 06:47A End: 09:12A

CLEAR Location: CHA
Start: 09:12A End: 09:22A

New Search

Tap the arrow to the right of one of the Day of Week Details records to see that day’s
Activities. (The example above shows Sunday’s Activities.)

47 | 87 Doc Rev 01/30/2023



DOB MTA Insight App User Guide v1.8.6 /7

10.4 Picking Date Assignments

When setting up your search, checking any of the boxes in the “Single day
assignments” filter will change your search from a Package search to a
Date Assignment search.

Search Assignments/Pkgs

W [nclude Standby/Relief Type Packages

Where this RDO still
available:

Work type:

Route/Line:

Report between:

Clear between:

Min package pay (hours):

Min run pay (hours):
Single day assignments:

¥ Sun B Mon

N Thu W Fri

Search Clear

All of the other filter choices are available for you to include with your search, but the
number of resulting “hits” will likely be far fewer and possibly zero. You can also include
other days of the week, even though each assignment is only attached to one of those
days.

Single day assignments:

B Sun v Mon

Bl Thu B Fri
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As with package searches, once you’ve finished adding filters you tap the Search button
to retrieve the results — but the results list’'s appearance is quite different.

10.4.1 Daily Assignment Results
< Daily Assignment Results

Tap on a run to open activities

Sun Mon Tue Wed Thu

New Search

The available Runs are listed for each day of the week that was checked in your search
filter.

Tap into any of the Runs to display that date’s Activities.
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10.4.2 Activities

Assignment Day
Sun

Tour

AM

Job
CSTT/WC1

REPT
Start: 08:00A

WAA
Start: 08:00A

CLEAR
Start: 16:00P

DOB MTA Insight App User Guide v1.8.6 /7

Activities

Run Identifier
MS CSTT BO

Report
08:00A

Location: CST

End: 08:00A

Location: CST

End: 16:00P

Location: CST

End: 16:00P

50 /87

Clear

16:00P

New Search
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10.5 Picking Holiday assignments

To display available Holiday assignments that match the filters used for your Packages
search, tap the “Holiday” button at the bottom of the Package Results screen.

Package R_esults

apa 1SS

Employee Who Last Picked:

Report: 00:00 Run: 51:50
Clear: 00:00 NDiff: 30:10

I 2 Ml
Report: 00:17A Run: 56:05
Clear: 10:22A NDiff: 28:30

Report: 00:37A Run: 55:35

Clear: 10:38A NDiff: 26:50
Available RDOs: SS-8,SM-4, MT-7, TW-7,
WT-7,TF-7,FS-7

E 104 MII
Report: 00:57A Run: 55:40
Clear: 10:59A NDiff: 25:10

)
Report: 01:17A Run: 53:50
Clear: 11:04A NDiff: 23:30

Holiday New Search Details

REPUIL UIL.O/A RUll. 49.1U

Tapping the Holiday button will open a window that displays one or more Holidays that
are eligible for you to pick. Holidays are not included with the pick you've selected, the
window will open to let you know there are none.
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After you've selected one or more holidays to include and tap

Assignments will be displayed.
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Holiday:

() 26-Dec-22 - Christmas Day Cele...
(O 02-Jan-23 - New Years Day
() 20-Feb-23 - Presidents Day

(O 29-May-23 - Memorial Day

CANCEL OK

52 /87

, the available Holiday
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Holiday Assignments

26-Dec-22 - Christmas Day Celebrated ~

RD MID

As with regular package search assignment records, tapping the arrow at the right side
of each Holiday Assignments record will display its Work Program Activities.
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10.6 Vacation Picks

Vacation Picks searches may be conducted by tapping the “Vacation” button at the
bottom right of the initial “Pick Groups” screen. A choice of one or more Vacation Pools
will be displayed. Select one and tap “OK” to see the number of slots available for each
week, or none if there are no available weeks with open slots.

10.6.1 Vacation Pick Locations

C
Locations

Select a location

Locations

Select a location

Pic
Staten Island System P

up

Pick Group ck 2023 Pick Group

Baisley Park Depot Maintenance HM Eff 02/05/23

ation - Hourly

Baisley Park Depot - Maintenance Hourly

V]

RB - Helper Maintainer TA Passenger Service Bus Operator

portation - Hourly

TA Passenger Service Bus Operator

Charleston Depot - Trans Hourly

TA Passenger Service Bus Operator

Hourly

TA Passenger Service Bus Operator

Packages Holiday VECEL Packages Holiday Vacation
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10.6.2 Vacation Pick Pools

Vacation Pool: Vacation Pool:

@ Castleton Depot - Trans B/O Vac...
@ BAPM HM Vac Pool

CANCEL 0K CANCEL OK
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10.6.3 Vacation Pick - Search Results

Vacation Picks

Vacation Picks

BAPM HM Vac Pool ~

leton Depot - Trans

Week: 07-JA 3 Slots: 9

Week: 15-JA 3 Slots: 20

Slots: 20

Week: 05-FEB-23

Week: 12-FE

Week: 19-FEB-23 Slots: 0

Week: 05-M/ Slots: 19

Slots: 1

You can’t find something that does exist, so there may be times when there aren’t any
qualifying Vacation slots to find. If you're sure you entered your search filters correctly,
just try again another day.

Vacation Picks
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11  About App

About

To view essential information on MTA Insight App, tap on the About
option from the Main Menu.

MTA Insight MTA Insight

For more Information about the MTA Insight app, including installing the latest app
version and learning about new features and updates, press the link to the MTA Insight
app support page. It's visible near the bottom of the image above this paragraph, and
also in the enlarged image immediately after this paragraph — https://insight.mta.info

https://insight.mta.info
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) & insight.mta.info (12)

D

1t version and click on the installation link

SUTS01

' Remember me

Login

Forgot password? Helpdesk: 646-252 8888

@000

MTA Insight Installation Links

Download
& 05 App

App iOS Guide
App iOS Installation Video

DOB MTA Insight App User Guide v1.8.6 /7

@ & insight.mta.info [2)

ANDROID APP ON
P> Google play

App Android Guide

Using MTA Insight with Duo

Timecard Viewer
UTS Timecard Viewer Application
Insight Desktop App
Please use chrome browser for better experience

Insight Desktop App

Insight Desktop App Support Links

Update/Reset IAMS Password

MTA Insight Support Links

App FAQ
App DOB User Guide
App RTO User Guide

In case of you are having problems using application, you can send a message to
Support by pressing the support link under the “Aura Player” logo, just over midway
down the page. It reads “Send logs to support”.

A new screen will open where you can send a message to Support and optionally

provide your contact information.

58 /87
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T .4 86%M 12:32 PM

Support

Contact Info (optional)

Message

Please describe what happened

Submit

Cancel

If you want someone to get back to you, you must enter the email and/or phone number
you prefer for the response.

In the Message field, describe what happened. Then just Press the Submit button

to send your message or press the Cancel button
Cancel

to discard.

If you Submit, the app confirms by displaying “Insight Log Successfully submitted.”
Don’t worry, the word “Log” is used because your message was transmitted to the app’s
support log for follow-up.

Insight Log

Successfully submitted.
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12 Logout

To logout from the MTA Insight App, tap on = Logout

Menu.

Welcome
DRIVER, URIT
SUTS06
(Seniority: 07037T)

Password expires in 2913521 days
(on 12/31)

Upcoming Pick
Timecard Viewer
Scheduled Assignment(s)
Leave Balances
Picked Jobs
Scheduled Vacation Week(s)
Quota Absences
Pick Board
System Settings

About

(= Logout
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13  Problems you may encounter

13.1 Regular scheduled database maintenance or outages

During regular scheduled database maintenance or outages, application is not going to
be available. For detailed explanation of alerts see chapter 10.14 Failed to load data —
Remote DB unavailable/restricted.

| Regular Scheduled Maintenance or Outages (Time & Hours):

UTS Nightly Back-Ups: occur between 2:00 AM - 2:15 AM.

UTS Weekly Back-Ups/Export: occur on Saturdays between 02:00 AM - 05:30 AM.

UTS Monthly Back-Ups: occur on 1st Tuesday of the month, 2:00 AM - 3:30AM.

UTS weekly migration which takes place on Wednesday at 10:00 AM. It usually lasts 30 to 45
Minutes.

To fix: Please review the above schedule and try after regular maintenance or outage
has been completed.
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13.2 Login failed — Username does not exist!

In case you get warning “Username does not exist!” verify that your Pass number is
correct.

T d61%011:10

Login Failed

Username does not exist!

OK

To fix: Type your Pass number slowly having in mind that Pass number is case
sensitive. Make sure you are not trying to enter a Pass number exceeding the 6
character limit.

62/ 87 Doc Rev 01/30/2023



DOB MTA Insight App User Guide v1.8.6 /7

13.3 Login failed — Invalid Username or password

In case you get warning “Invalid username or password”, verify that your password is
correct.

oo de1%0 1110

Login Failed

Invalid username/password!

To fix: Type your password slowly, verifying that each letter appears briefly on the
screen. Username and password are both case sensitive.
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13.4 Forgot or have not yet registered for IAMS password

In case you forgot or have not yet registered for IAMS password, tap on the
text. This will take you to the MTA IAMS Portal, where you have the option
to create, test or reset your password.

[ F YA 61%E 10:46

) @ ccessnymtainfo i ©O

@ TAMS

L]
In Slg ht Sign in with your BSC or Contractor
Number
Please use your Network Password
Employee Pass# This is the same password you use to

login to your workstation / computer /

ermnail.
Password

B Remember me ‘BSC" or "C" Number

Login

Forgot password? Helpdesk: 646-252-8888

Sign In Help ~

Pl

In case you have not yet registered for IAMS password, please login with your BSC ID
and MTA Network Password (the password you use to login to your computer/work
station — NOT your BSC Password). You must provide an alternate phone number and
email address, plus choose/answer three security questions.

If you forgot password, in order to see available options, tap on the Sign In Help icon
Sign In Help ~ at the lower right of your screen.
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MTA Insight eccoo LTE 12:45 PM 9 83% W)

& myaccess.nymta.info &

wrnns

Sign in with your BSC or Contractor
Number

Please use your Network Password

This is the same password you use to login to
your workstation / computer / email.

"BSC" or "C" Number

Password

Remember Me Sign In Help v

- Forgot Bsc Or Contractor Number

Forgot/Reset Password

Unlock Account

M M

Choose appropriate option and proceed with process of resetting your password.

If you have issues logging into IAMS, resetting passwords or accessing MTA
Today/TENS, please contact the IT Helpdesk (646) 252-8888.
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13.5 Login failed — Unsupported department

In case you get warning “Your department is not supported -<department_name>", you
were successfully logged in to UTS, but your department is not mapped in the app (not
for DOB nor for RTO).

Known DOB departments are departments that include one of the following keywords:
Buses, OA Clericals.

Known RTO departments are departments that include one of the following keywords:
Rapid Transit, Subway.

T de1%G 1110

Login Failed

Your department is not
supported -
<department_pame> ©OK

To fix: Check your official department name. If your department is part of DOB or
RTO, in case it does not include above mentioned words, contact the IT Helpdesk
(646) 252-8888.
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13.6 Login failed — Unexpected error!

If the message “Unexpected error! Please try again later or contact support.” appears
on your screen, it means some system error occurred and the application is not

available at the moment.

oo Ad61%0G11:10

Login Failed

Unexpected error! Please try
again later or contact support.

OK

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.7 Login failed / failed to load data — Maintenance in progress

If the message “Login Failed Maintenance in progress, please try again later.” or “Failed
to load <screen name> Maintenance in progress, please try again later.” appears on
your screen, it means application maintenance is in progress and the application is not
available at the moment.

The images below display the messages on the Login and Timecard Viewer screen,
however this could happen on any screen.

ol 60% & 10:04

B T de1sdio

Failed to load Timecard
Maintenance in progress, please

Login Failed

Maintenance in progress, please :
try again later O FQ try again later,

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.8 Login failed — Service not found

If the message “Service not found! Please try again later or contact support.” appears
on your screen, it means some system error occurred and the application is not
available at the moment. The images below display the messages on Login screen,
however this could happen on any screen.

T de1%d1:0

Login Failed
Service not found! Please try

again later or contact support.

oK

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.9 Login failed — Failed to init environment

If the message “Failed to init environment Please try again later or update the app
(status: 0).” or “Failed to init environment Please check your internet connection, try
again later or update the app (status:0).” appears on your screen, it means some
system error occurred and the application is not available at the moment.

T de1sdio T e d61%0:0

Failed to init environment Failed to init environment

Please try again laler of update th Please check your internet

connection, try again later or
update the app (status: 0).

To fix: Check your internet connection, try again later and if it is still the case, contact
the IT Helpdesk (646) 252-8888
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13.10 Login failed — App out of date

If the message “Your app is out of date, you must update to newer version to continue.”
appears on your screen, it means version of application on your phone is obsolete.

T dBsdio

Legin Failed

Your app is out of date, you

must update to newer
version to continue.

To fix: Go to App store (for iPhone) or Google Play (for Android phones) and update
application to supported version.
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13.11 Login failed / failed to load data — Timeout reached

If the message “Timeout reached (request), please check your internet connection and
retry.” or “Timeout reached (response), please check your internet connection and
retry.” or “Timeout reached (service), please check your internet connection and retry.”
or “Failed to load <screen name> Timeout reached (service).” appears on your screen,
it means you have lost your internet connection or some system error occurred and the
application is not available at the moment.

The images below display the messages on the Login and Timecard Viewer screen,
however this could happen on any screen.

- R Tede1sun:o

EElEPE T de1sdino

Login Failed

Timeout reached (reguest). pléate
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Login Failed Failed to load Timecard

Service ), | ‘ Timeout reached (service)

To fix: Check your internet connection, try again later and if it is still the case, contact
the IT Helpdesk (646) 252-8888.

Have in mind that application will nhot work on employees’ personal phones
connected to Transit Wi Fi — for example E-Access or G-Access. Please,
disconnect from Transit Wi Fi and connect using other internet connection to
gain access to the app.

However, the application will work on MTA provided business phones connected
to Transit Wi Fi.
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13.12 Login failed / failed to load data — No connection to UTS

If the message “No connection to UTS, please try again later.” appears on your screen,
it means system was unable to open/obtain connection to the Form within the tolerated

time period.
The images below display the messages on the Timecard Viewer screen, however this

could happen on any screen.

O @ . sox G 10:04

Failed to load Timecard

Mo connection to UTS,
please try again later.

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.13 Login not responding

If the login freezes or does not respond within a reasonable time, this could be that your
internet is down/slow or the login process is hanging. Your screen may appear with

message such as: “Please wait....”.

N 5 4 = 9:32 AM

- Please wait...

To fix: Check your internet connection, close the application screen and try again later.
If it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.14 App not responding or failed to load data

This could mean that your internet is down or slow. Your screen may appear with
messages such as: “Please wait...” or “Failed to load <screen name>.”

The images below display the messages on the Scheduled Assignment(s) screen,
however this could happen on any screen.

CEED T M30%81501 [N SQ < TS 4 30%8 1501

— Scheduled Assignment(s) — Scheduled Assignment(s)

Select the Day

Select the Day

TODAY

Failed to load Scheduled
Assignmants

| |

OK

To fix: Verify that your internet is working properly then logout, close the App, and try to
login again. If it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.15 Failed to load data — Remote DB unavailable/restricted

Your screen may appear with the message: “Remote DB unavailable, please try again
later.” or “Remote DB restricted, please try again later.” It means some system error
occurred and the application is not available at the moment.

The image below display the message on the Timecard Viewer screen, however this
could happen on any screen.

o T all 60% G 10:04 2 a4l 60% & 10:04

Failed to load Timecard Failed to load Timecard

Remote DB restricted, please try
again later.

Remote DB unavailable, please try
again later.

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.16 Failed to load data — Remote system error

Your screen may appear with the message: “Remote system error, please try again

later.”
The image below display the message on the Timecard Viewer screen, however this

could happen on any screen.

o 2 all 60% i 10:04

Failed to load Timecard

Remote system error, please
try again later.

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.17 Failed to load data — FRM-XXXX or ORA-XXXXX error

Your screen may appear with the message: “FRM-XXXX <text>.” or “ORA-XXXX
<text>.” This indicates some unhandled form application exception.

The image below display the message on the Timecard Viewer screen, however this
could happen on any screen.

> 7 .l 60% G 10:04

Failed to load Timecard

FRM-40505: ORACLE error:
unable to perform query

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.18 Failed to load Timecard <any form message>

Timecard Viewer screen may appear with the message: “Failed to load Timecard <any
form message>". This indicates validation failure in Timecard or Timecard-colors
services in which case app will display to the user the Form's popup messages.

P 4l 60% {3 10:04

Failed to load Timecard

<any form message>

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.19 Failed to load data — <Field name> output has an empty value

3

Your screen may appear with the message: “<Field name> output has an empty value.’
This indicates non-empty validation on the web service has failed.
The image below display the message on the Timecard Viewer screen, however this

could happen on any screen.

o 4l 60% & 10:04

Failed to load Timecard

HEADER_BUUN_DESC 0
output has an empty value

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.20 Failed to load data — Server error: <error>

Your screen may appear with the message: “Server error <error>". This indicates
invocation on the web service has caused system internal error.

The image below display the message on the Timecard Viewer screen, however this
could happen on any screen. Message itself can be different, e.g. IOException,
NullPointerException, ...

o 7 4l 60% i 10:04

Failed to load Timecard

Server error: 10Exception

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.21 Failed to load data — Timeout reached

Your screen may appear with the message: “Failed to load <screen name> Timeout

reached (service).”
The image below display the message on the Timecard Viewer screen, however this

could happen on any screen.

W B all 60% @ 10:04

Failed to load Timecard

Timeout reached (service)

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.

83 /87 Doc Rev 01/30/2023



13.22 Session expired

Your screen may appear with the message: “Session expired, please login to continue
using the app.”

The image below displays the message on the Timecard Viewer screen, however this
could happen on any screen. It means more than 30 minutes have passed since you
logged in to the app and the app logged you out to protect your information.

o ® il 60% i 10004

Failed to load Timecard

Session expired, please login
to continue using the app.

To fix: Log in with your credentials again to continue using the app.
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13.23 Invalid UTS Admin password

Your screen may appear with the message: “Invalid UTS Admin password! Please try
again later or contact support.”

The image below display the message on the Timecard Viewer screen, however this
could happen on any screen. It means some system error occurred and the application
is not available at the moment.

O ™ 4 60% i 10:04

Failed to load Timecard

Invalid UTS Admin password!
Please try again later or contact
support.

To fix: Try again later and if it is still the case, contact the IT Helpdesk (646) 252-8888.
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13.24 Not able to send email to support

In case you have been asked by Helpdesk to send application log to support, you have

About

to go to the About option from the Main Menu and press
After you populate fields on the screen and try to send email by pressing button

, your screen may appear with the message: “Failed to
create and send Insight Log! Timeout reached (response), please check your internet
connection and retry.”

T = .l 56% = 9:50 AM

Failed to create and
send Insight Log.

Timeout reached (response),

please check your internet
connection and retry.

To fix: Check your internet connection, try again later and if it is still the case, contact
the IT Helpdesk (646) 252-8888.
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14 Questions & Concerns

For all questions or concerns regarding MTA Insight application, feel free to contact the
IT Helpdesk (646) 252-8888.

15 Whatis new

New in v1.8:6

New in v1.8:7
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