
 

 

  

OnTime System 
 

Your reference guide for getting the most out of the OnTime System 

May 2, 2011  

USER GUIDE 



OnTime System User Guide 
2 

Information in this document, including URL and other Internet Web site references, is subject to change 

without notice. The example companies, organizations, products, people, and events depicted herein are 

fictitious. No association with any real company, organization, product, person, or event is intended or should 

be inferred. Complying with all applicable copyright laws is the responsibility of the user. Without limiting the 

rights under copyright, no part of this document may be reproduced, stored in, or introduced into a retrieval 

system, or transmitted in any form or by any means (electronic, mechanical, photocopying, recording, or 

otherwise), or for any purpose, without the express written permission of Vesigo Studios. 

Vesigo may have patents, patent applications, trademarks, copyrights, or other intellectual property rights 

covering subject matter in this document. Except as expressly provided in any written license agreement from 

Vesigo, the furnishing of this document does not give you any license to these patents, trademarks, copyrights, 

or other intellectual property. 

© 2011 Vesigo Studios. All rights reserved. 

The names of actual companies and products mentioned herein may be the trademarks of their respective 

owners. 
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Technical Support Options 

Product Name: OnTime System 

OEM 

distributed: 

If your product came installed with a computer or device or bundled with another software 

application, the hardware manufacturer or software vendor provides technical support and 

assistance for this software. Please contact your manufacturer directly for support. 

Support Info 

Online: 

http://www. ontimesystem.com/ Support.aspx 

OnTime  

Subscriptions: 

Product support may be included with your Vesigo Studios OnTime subscription. Please 

visit http://www.ontimesystem.com/Support.aspx for details. 

Conditions: Vesigo Studios support services are subject to then-current prices, terms, and conditions, 

which are subject to change without notice. 

Professional Support Options 

Support Option Benefits of Service 

Self-Support 

For self-help tools and content specific to the OnTime 

System, visit 

http://www.ontimesystem.com/Support.aspx 

¶ Knowledge Base articles 

¶ FAQs 

¶ Support Webcasts 

¶ Many other online resources 

OnTime System Community 

Visit the OnTime community center to communicate 

online with others about OnTime applications at 

http://vesigo.com/support/community/  

Information provided on: 

¶ Deploying 

¶ Installing 

¶ Managing 

¶ Troubleshooting 

¶ Real world experience 

Incident-based support 

Assisted Support from Vesigo Studios for break/fix 

solutions 

Submit your incident online at 

http://www.ontimesystem.com/Support.aspx 

Phone support: 541-326-4200  

¶ Issues that cannot be resolved in the 

community forums 

¶ Business critical support issues 

¶ Quick fix needs 

OnTime Advisory Services 

Short-term and proactive assistance for specific design, 

development, or deployment issues via phone. 

(866) 848-5919 

¶ Installation and configuration services 

¶ Deployment and migration services 

¶ Performance optimization services 

¶ Proactive fault-tolerance planning services 
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WELCOME TO THE ONTIME SYSTEM 

Congratulations on your purchase of the OnTime System, the comprehensive suite of logistics tools for 

shippers and carriers. Understanding how these tools work will make you effective in conducting your business 

as a manager, dispatcher, or driver. This user manual covers the individual applications that fall under the 

OnTime System and offers an overview of how all those applications work together to unify your business.  

Applications covered include: 

¶ OnTime Management Suite 

¶ OnTime Dispatch 

¶ OnTime Customer Web Portal 

¶ OnTime Mobile Web 

¶ OnTime Mobile for Windows Mobile 

¶ OnTime Mobile for Android 

¶ OnTime Mobile for Windows Phone 

¶ OnTime Mobile for Blackberry 

¶ OnTime Mobile WAP Edition 

 

YOUR FEEDBACK IS VALUABLE 

We believe that the success of OnTime is directly related to the success of our customers. The more you 

succeed, the more OnTime becomes a cornerstone of your business. In view of that, we very much appreciate 

the feedback from our customers. If you identify a problem, let us know so we can alleviate that pain point. If 

you see a way in which OnTime could work more efficiently for your business, please convey that. And if you 

discover that adding a new feature could save you money or earn new business, we would be happy to 

consider adding it for you. 

As an OnTime customer, you can submit feedback like this at any time through our web site. Just visit 

www.ontimesystem.com/support.aspx for a list of the different ways you can contact us with your suggestion. 

Every bit of feedback that we receive is cataloged for consideration. If approved, your feedback may be 

implemented into a future version of OnTime. 
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FINDING THE INFORMATION YOU NEED 

The OnTime System Userõs Guide covers the fundamentals of the OnTime System, and focuses on the 

business scenarios youõre likely to encounter most often. The guide uses several conventions to help you 

identify the information you need. These are given in the table at this bottom of this page. 

OnTime on the Web 

The OnTime System web site connects you to information you can use to get the most out of OnTime. The site 

offers product tours, sample modules, tutorials, tips and tricks, and in-depth articles about using OnTime. 

Youõll also find information that will help you get software updates, new components, and service releases. You 

can find links to answers to frequently asked questions (FAQs), Knowledge Base articles, and other support 

information on this site. 

To connect to the Web site, point to the Help tab, and click OnTime System Web Site. You can also find the site 

at: 

http://www.ontimesystem.com 

Online Help in the OnTime Applications 

Technical help is available in a context sensitive way by using the built in help and assistance features in the 

various OnTime applications. In OnTime Dispatch and OnTime Management Suite click on the help button 

located in the upper right corner of the application. 

Understand Text Conventions in the OnTime System Userõs Guide 

Text Types Where Type of Information 

CAPITALS Anywhere Keyboard keys 

Bold text In the text Elements on your screen 

Italic text In the text Glossary terms, book titles, path 

names, note text 

Bold italic text Beneath figures or in the margins Glossary terms 

 

  



OnTime System User Guide 
12 

CHAPTER 1:  OVERVIEW OF THE ONTIME SYSTEM 

OnTime greatly reduces your operating expenses and overhead by centralizing data processing and storage at 

our secured data center. This eliminates the expense and headache that you would normally incur when 

operating your own networks, servers, and I.T. staff. With the proliferation of high speed internet connections 

and proprietary technologies in OnTime, you can enjoy the power and features of a system that costs 

thousands of dollars a month for only a couple hundred. This shift in business technology is often referred to 

as cloud computing and OnTime was the first to bring this to the industry. 

 

Due to this shift in thinking, itõs good to realize where your data will be and how it flows through OnTime. All 

data resides on your local computer, but is also synchronized to a secured set of servers in our data center so 

that it can in turn be synchronized with other computers in your business. This allows you to work OnTime at 

the office and then open it at home and see all the same information. Since all applications in the OnTime 

System synchronize with the same central database, everyone sees the same information at roughly the same 

time. 

Vesigo Studios, the makers of OnTime, take care to back up the data stored on the servers to ensure that your 

data is protected. Network uptime is also important and Vesigo Studios strives to keep a 99.9% uptime across 

all services. This ensures you have access to your data at all times. 

 

DATES AND TIME IN ONTIME 

All dates and times are stored in Universal Coordinated Time. This ensures that dates are kept accurate across 

all time zones and is not affected by changes throughout the year such as daylight savings. However, the dates 

are not displayed in the OnTime programs as UTC time. Rather they are always translated into the local time 
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zone of the user. This makes it important to set the time zone correctly both in your OnTime account and in the 

Windows Operating System itself. 

If the time zone is set incorrectly, the time is set incorrectly, or patches that change the behavior of shifts in 

time such as daylight savings are not applied, the resulting dates in OnTime will be off as well. It is your 

responsibility to ensure that all computers and mobile devices that run OnTime programs are correctly set to 

ensure accurate dates and times in your data. 

 

SECURITY 

Security and privacy is taken seriously and measures are taken to ensure your data kept confidential. All data 

connections to and from the server can be optionally enabled with 128 bit SSL encryption. 

All data on the Windows Mobile device and on the desktop are stored in encrypted databases, making it very 

difficult to penetrate that cached data. WAP enabled devices are automatically logged out after a configurable 

period of time to ensure protection even if a driver loses his phone. 

Three-tier architecture on the server prevents data from being exposed to hackers on the internet. The OnTime 

Customer Web Portal is protected in a similar way with three-tier architecture to reduce surface area attacks 

on the site. 

If you have any questions about a specific area of security in the system, please contact OnTime technical 

support and theyõll be happy to answer those questions. 

 

WORKING ONLINE AND OFFLINE 

Technology has dramatically altered the expectations of your customers; they have become accustomed to 

having real-time information at their fingertips. Technology is also enabling carriers to manage their resources 

more efficiently than ever. If your company is not taking advantage of the technology available today, you are 

losing significant business opportunities, and profits.  But which technology is right for your business?  

The Internet is the backbone of any connected system. This communication channel enables real-time 

information about your entire operation to flow between management, drivers, dispatchers and customers. 

Having this information means you can provide unparalleled service and benefits to your customers; benefits 

that will guarantee your customers loyalty and your companyõs continued growth.  

To this end many have promoted òweb applications.ó A web application is just a fancy web page, and while it 

does have a great many advantages over a traditional server based system, it also has many inherent 

problems and limitations. The OnTime System uses a superior technology than either the traditional server 

based system, or a web application, we call them Smart Clients.  

Smart Client Technology combines the productivity and performance of desktop applications with the real time 

connectivity of the Internet.  The OnTime Dispatch and Management tools are not just web pages, but are 

òrealó applications that run on your local computer and thus provide a rich and responsive user experience. At 

the same time they automatically exchange real-time data over the Internet to other users, partners and 

customers. What makes the OnTime Smart Client technology even better is they offer reliability impossible with 

any other system. If you temporarily lose your connection to the Internet, they will gracefully fall back to offline 
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mode, and while you may lose real-time updates for a short time, you can continue to perform critical business 

functions.  

We designed the OnTime System as a suite of applications, each perfectly suited, and designed with the best 

technology for that specific function. Utilizing the capabilities of the Internet to its fullest, the Smart Client 

technology of the OnTime System is quickly becoming the method of choice; enabling you to offer unparalleled 

service to your customers.  

You canõt afford to do nothing; and the OnTime System is the smartest way to give your company the 

technology tools for virtually unlimited growth and put your company ahead of the pack. 
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CHAPTER 2:  GETTING STARTED 

Welcome to Getting Started for the OnTime System. This section will help you successfully complete your 

installation and setup of OnTime. 

 

BEFORE YOU BEGIN 

Start by identifying the computers that you would like to operate OnTime from. This can include as many 

computers as you deem necessary including home, office, and portable computers. There is no extra charge for 

installing the software to these additional machines. Ensure that each machine meets the system 

requirements outlined below. 

 

SYSTEM REQUIREMENTS 

OnTime Management Suite and OnTime Dispatch 

¶ A PC running Windows XP with Service Pack 3 or later (32-bit or 64-bit)  

¶ 30 MB available memory 

¶ 100 MB free disk space 

¶ VGA display at 1024 x 768 resolution or higher 

¶ Microsoft Mouse or compatible pointing device 

 

OnTime Mobile for Windows Mobile 

¶ Windows Mobile 2003, 2003 SE, 5, 6 

¶ Internet connection for real-time data access 

¶ 5 MB free space on device or storage card. Additional space required for company data (typically 

500kb to 2mb). 

¶ Touch screen for digital signature capture 

¶ Barcode reader for automated scanning 

 

OnTime Mobile for BlackBerry 

¶ A BlackBerry device running BlackBerry OS 5 or higher 

 

OnTime Mobile for Android 

¶ An Android device running Android OS version 1 or higher 

¶ Access to the Google Market 
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OnTime Mobile for iOS 

¶ An iPad, iPhone, or iPod Touch running iOS version 3.0 or higher 

 

OnTime Mobile for Windows Phone 

¶ A Windows Phone with access to the Market 

 

OnTime Mobile Web 

¶ A smartphone with a web browser capable of running JavaScript 

 

OnTime Mobile WAP Edition 

¶ Any WAP enabled device with a data connection 

¶ Or any mobile device with a web browser that can access the internet 

 

DOWNLOAD AND INSTALL THE SOFTWARE 

Start by downloading the latest version of the appropriate application from the following web page: 

http://www.ontimesystem.com/Download.aspx 

¶ Managers will want to download OnTime Management Suite 

¶ Dispatchers will want to download OnTime Dispatch 

¶ Drivers and field personnel with Windows Mobile devices and phones will want to download OnTime 

Mobile for Windows Mobile 

 

The OnTime Management Suite install includes both Management Suite and Dispatch programs. This 

means that if you are installing Management Suite on a computer, it is not necessary to also download 

Dispatch. OnTime Dispatch is made available as a separate install in the case where a dispatch does 

not or should not have access to the management features of OnTime. 

 

Note: OnTime Mobile for Windows Mobile is for Windows Mobile devices only. It will not work on other 

phones or mobile operating systems. Remember that Windows Mobile is not the same as the newer 

Windows Phone, which requires a completely different application. 

 

INSTALLING ON WINDOWS VISTA OR WINDOWS 7 

In some cases you may have issues installing OnTime for the first time on a computer running Windows Vista 

or Windows 7. While this is rare, the following steps can help reduce any difficulties that might prevent you 

from running OnTime. 

Installing OnTime software may require administrative privileges the first time it is installed, something that is 

often times blocked in Windows Vista for security reasons. This protection is accomplished through a feature 
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called User Account Control or UAC. Here is how to ensure that OnTime software is installed on Windows Vista 

or 7, with or without UAC turned on:  

1. After downloading OnTime software, start the installation by right clicking on the file and choosing Run 

as administrator. 

  

 
 

2. Setup will then initialize. If you have UAC enabled on your PC, the following prompt will appear. If it 

does, choose Allow. 

 

 
 

3. Continue setup as usual by following the onscreen prompts. 

 

TO INSTALL ONTIME MANAGEMENT SUITE 

1. After downloading the application setup file, locate the file, and open it. 

2. This will launch the setup program which will guide you through the process of installing the 

application. 

3. After installation is complete, start OnTime Management Suite. If it does not open automatically, you 

can start it by going to the Start menu > All Programs > OnTime System > OnTime Management Suite. 

4. A log in screen will appear asking for a Company ID, User Name, and Password. These are initially 

provided by Vesigo Studios when you setup your new OnTime hosted account. Please refer to these 

credentials from Vesigo Studios when logging in for the first time. Other users will want to use the 

credentials provided by the companyõs OnTime System Administrator. 
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TO INSTALL ONTIME DISPATCH 

1. After downloading the application setup file, locate the file, and open it. 

2. This will launch the setup program which will guide you through the process of installing the 

application. 

3. After installation is complete, start OnTime Dispatch. If it does not open automatically, you can start it 

by going to the Start menu > All Programs > OnTime System > OnTime Dispatch. 

4. A log in screen will appear asking for a Company ID, User Name, and Password. These are initially 

provided by Vesigo Studios when you setup your new OnTime hosted account. Please refer to these 

credentials from Vesigo Studios when logging in for the first time. Other users will want to use the 

credentials provided by the companyõs OnTime System Administrator. 

 

TO INSTALL ONTIME MOBILE FOR WINDOWS MOBILE 

There are two methods of installing OnTime Mobile for Windows Mobile to your device. One is via a connection 

to your computer via ActiveSync. This is usually accomplished by connecting the device to your computer via a 

USB cable. The other method is to download the setup program directly to your mobile device and install from 

there. Either installation method results in the same program being set up. 

TO INSTALL ONTIME MOBILE FOR WINDOWS MOBILE FROM THE DESKTOP 

1. Connect your Windows Mobile powered device to your desktop computer with the sync cable. 

2. Download the OnTime Mobile for Windows Mobile setup file, locate the file, and open it. 

3. The program will begin the install process. A dialog will open asking if you want to install the program 

to your device using the default application install directory. 

4. This is when you chose where to store the application on your device. You may choose to store the 

application on a storage card. 

5. To save the application to a storage card, click No at this screen. 

6. You'll see a drop-down menu. Click on the drop-down to see all your storage choices. 

7. Select the type of storage you want to use and have available. 

8. The installation will start. When it is complete, check your device to see if any further steps are 

required. 

9. Click OK. 

10. After installation is complete, start OnTime Mobile for Windows Mobile. If it does not open 

automatically, you can start it by going to the Start menu > Programs > OnTime Mobile. 

11. On the mobile device a log in screen will appear asking for a Company ID, User Name, and Password. 

These are initially provided by Vesigo Studios when you setup your new OnTime hosted account. 

Please refer to these credentials from Vesigo Studios when logging in for the first time. Other users will 

want to use the credentials provided by the companyõs OnTime System Administrator. 

 

TO INSTALL ONTIME MOBILE FOR WINDOWS MOBILE DIRECTLY ON THE DEVICE 

1. On the mobile device, start a web browser such as Internet Explorer. 
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2. Navigate to the following web site: http://ppc.ontimesystem.com 

3. Tap on the Download Now link to download the latest version of OnTime Mobile for Windows Mobile. 

4. After downloading the file, locate the file, and open it. 

5. This will launch the setup program which will guide you through the process of installing the 

application. 

6. After installation is complete, start OnTime Mobile for Windows Mobile. If it does not open 

automatically, you can start it by going to the Start menu > Programs > OnTime Mobile. 

7. A log in screen will appear asking for a Company ID, User Name, and Password. These are initially 

provided by Vesigo Studios when you setup your new OnTime hosted account. Please refer to these 

credentials from Vesigo Studios when logging in for the first time. Other users will want to use the 

credentials provided by the companyõs OnTime System Administrator. 

Installation tips 

Here are some hints to help installations go smoothly: 

¶ Close all programs and turn off virus-protection software to prevent installation conflicts. 

¶ Make sure you have sufficient disk space for your OnTime System installation. 

 

START ONTIME FOR THE FIRST TIME 

The first program you will want to run is OnTime Management Suite. Using this program, you will be able to 

configure OnTime to meet the needs of your business. As described above, all of the OnTime programs will 

present you with a log in screen when they start up. 

 
Example: The log in screen for OnTime Management Suite 
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Log in using your Company ID, User Name, and Password. These will have been initially provided to you in an 

email from Vesigo Studios when you first setup your account. 

The Remember password option will save your credentials so that itõs easier to sign in to the program in the 

future. If you are using a public computer, we do not recommend selecting this option as it could allow others 

to log into the program using your credentials. 

The option to Automatically sign in at startup will speed up the sign in process in the future as it will 

automatically sign you in. As a result, if you need to use a different Company ID or user name you will need to 

turn that setting off. Do this by signing in as normal and then go to General Options > Start up. Youõll see the 

option to Automatically sign in. Uncheck the option, save your changes, and restart the program. You will now 

be able to log in as a different user. 

If you have difficulties signing in, there are usually three culprits to investigate: 

1. Check that the company ID, user name, and password correct. They must be exact. While the company 

ID and user name are not case sensitive, the password is. 

2. Check that your internet connection is working properly. Try opening a web browser and see if you can 

navigate to the OnTime web site at www.ontimesystem.com. 

3. Check that your security software or firewall is not blocking OnTime. For more information on this, see 

the following section. 

CONFIGURING YOUR FIREWALL 

Since signing in to OnTime means logging into a web service, you may run into issues with your computerõs 

security or firewall program. Some computers have the firewall locked down very tight and will deny any 

program, including OnTime, the ability to communicate via the Internet. In such cases, you may see a window 

such as this appear when trying to sign in: 
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If upon trying to log into OnTime you get a message that indicates that a connection could be not established 

with the server, be sure to check your firewall settings first. Most of these security programs have an easy way 

to òtrustó a program, or allow a program to communicate with the internet. If so, enable OnTime as a trusted or 

allowed program. If you cannot locate such a setting on your firewall, contact your security software vendor for 

more instructions. 

If the problem persists, try disabling all security software and firewalls temporarily to see if that resolves the 

problem. If after preforming these steps you still cannot log in, contact OnTime Technical Support. 

Technical Note: OnTime makes use of standard HTTP traffic over port 80. No special ports are required outside 

of port 80. So when a software firewall blocks a program like OnTime, itõs normally because OnTime is not on 

its whitelist of trusted programs. 

 

GETTING FAMILIAR WITH THE PROGRAM LOOK AND FEEL 

OnTime is designed around the same layout principles used in Microsoft Office applications. This helps you to 

become quickly acquainted with the interface of OnTime. In both OnTime Management Suite and OnTime 

Dispatch you will see a ribbon across the top which offers you access to common tasks. Down the lower left 

hand side, youõll see navigation buttons that provide access to areas of the application. Clicking on one of 

these navigation buttons will change the view and present you with information pertaining to that section. 
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THE RIBBON 

The ribbon across the top is contextual, meaning that it shows commands only when appropriate. For instance, 

you will always see the General tab, but when viewing the order entry form you will see an additional tab with 

commands related to order entry. 
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Ribbon without context  

 
Ribbon in order entry context  

At times, especially when using a smaller monitor, the ribbon across the top may use up too much space. This 

might cause the order entry form to sink down lower, making it necessary to use the scroll bars. 

 
Ribbon fully visible 

To reclaim that real estate, simply double click the mouse on one of the ribbonõs tabs to shrink it or click the 

ribbon minimize button on the right hand side. The commands will still be available by clicking on the tab which 

will temporarily drop the ribbon down. 

 
Ribbon hidden after double clicking on tab 

The File button is also part of the ribbon design and offers additional options and commands. To access these 

options, just click the File button in the upper left corner to activate the menu as illustrated here: 




































































































































































































































































































































































































