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Fare Revenue: Interactive Electronic Workbook (Fare RevIEW)

Foreword

The Fare Revenue Interactive Electronic Workbook (Fare RevIEW) programming structure allows for
easily adding modules to the basic programs as transit system needs warrant. Future modules will be
downloaded from the web page and integrated into the initial software package. Information on the
program as well as downloading capability enables the system to have latest versions. Fare RevlEW
was initiated by transit officials to the Office of Research Innovation. The objective of this program is
to provide urban transit officials with a tool to internally evaluate the fare revenue control measures.
Fare RevlEW is also intended to present general recommendations, suggestions and indicate where
potential areas of exposure within the fiscal system. This program is not a means for the Federal
Transit Administration (FTA) to audit the fiscal system within a transit agency. This program is not
intended to be a replacement of an audit of a system’s fare control practices by an outside firm.

The Fare RevIEW system was developed by the US Department of Transportation, (USDOT) FTA
under contract number DTFT60-95-C-41004. The program was developed by Harvard Design and
Mapping Co., Inc (HDM) of Washington DC with support from the following subcontractors: McCollom
Management Consulting, Inc., of Darnestown, MD; Lobron Consultancy, LTD of Berwyn, PA and SG &
Associates of Annandale, VA. HDM thanks all of the staff for their contributions to the program.

The Fare RevlEW software can be found on the FTA's Internet Website at www.fta.dot.gov.

NOTICE:

This document is disseminated under the sponsorship of the U.S. Department of Transportation in the
interest of information exchange. The United States Government assumes no liability for the contents
or use thereof,

The United States Government does not endorse manufacturers or products. Trade names appear in
the document because they are essential to the contents of the report.
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Harvard Design & Mapping, Co., Inc. (HDM} would like to thank the numerous transit officials who
took time out of their extremely busy schedules to review the Fare ReviEW program in various stages
of development. This input has been crucial to the development of a program that is usable as well as
effective and efficient for transit systems to utilize.

A special note of appreciation goes to the transit systems who allowed us to test the program in their
systems and provided information necessary to the development of the program: Sacramento
Regional Transit District, Minneapolis Metre Transit, Capital Metro, Austin, Pee Dee SC, Lincoin NE,
WMATA, DC. Based on the diversity of these systems, we were able to include elements to assist all
types of transit services within the limits of this project.

HDM always wishes to express its appreciation to the FTA officials: Bert Arrillaga, Chief of Service
Innovation Division, and Helen Tann, FTA Program Manager; and to APTA staff, Pam Boswell for their
continued support and direction.
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Getting the Most from Fare RevIEW

The Fare RevlEW system was designed to be a tool for transit system officials to review processes,
evaluate and analyze the deviations to support thoughtful and logical decisions. This program is not
designed to be a report card that indicates “bad or good” fiscal systems. The FTA and HDM team
hopes that you will work with this program to learn the areas of possible exposure for loss of your
revenues and to protect your employees and customers.

There are several ways in which you can maximize the benefit you receive from the Fare RevIEW
program. Some of these are summarized below.

1. Utilization for internal fiscal controls: Most transit officials prefer to be proactive rather than
reactive when handling financial procedures and potential exposure of the system, customer, and
employee to the dangers of theft, embezzlement or fraud. The Fare RevIEW program was
designed with such an approach. When answering the survey questions on the existing system
answer the questions as honestly as possible.

2. Use of “Not Applicable”. It is easy to indicate “Not applicable” just because we do not use a
procedure or process. Not applicable should be used only when the question is connected to a
type of service delivery or fare media that the system does not offer. For example, when purchas-
ing tickets over the Internet; or do you have zone fares.

3. Answering Questions. Answer all other questions as “Yes” (we do), "No” (we don’t) or “Needs
Information”. Carefully review all no answers. If you make a conscience decision to not implement
a procedure type in the “User Comment Box” the reason you made that decision. For example,
“Do you prosecute passengers who try to ride the system with outdated tickets?” Your reason
may be: Transit A has few incidents of this nature and would not prosecute a customer because
of the potentially bad publicity. The user comments are printed with the question in two of the
reports. Any time a conscience decision has been made to not implement a procedure, state the
rationale. A “Not Applicable” response in this version of Fare RevIEW should be answered
“Needs Information” in order for it not to be counted as an exposure or trigger additional “group
questions” by answering “Yes”.

4. Answer Follow-up. The appropriate team members should carefully analyze any question
answered “No". An analysis should be completed to determine if, in fact, the transit system should

]
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implement a new process or specific procedure. As a rule of thumb, if the reason for not having a
specific procedure is: “We've never done it that way.” Or “We've just always done it this way.” Or
“That was decided by another General Manager or Board”, re-examine the process, procedure or
policy in context of the listed potential exposures, recommendations and suggestions. The bottom
line is to always make a deliberate and conscious decision on the fiscal controls. Reaction to a
problem such as an injured employee in a robbery or discovery of embezzlement tends to be
considerably more expensive to correct, takes longer to implement corrective actions and usually
results in negative press.

5. Work Session Planning. Answer as many functions as appropriate to the system. You do not
have to complete the survey in one sitting. Save your questions before going to another area of
the program or before you close for the day. When the program is re-opened, the survey will open
to the last unanswered question.

6. Increase Effectiveness. By answering the survey honestly, the transit system financial depart-
ment establishes a benchmark of the current status of the system and track effectiveness of
changes.

7. What-if Scenarios. This program lends itself to “What if” scenarios. For example, if a transit
system is considering the initiation of Internet purchasing of passes and/or tickets, the transit
official(s) could go through the Internet sales, programming and encrypting functions to view what
some of processes/procedures should be if implementation is completed. It can reduce the
“Surprises”.
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General

Getting Help

You can receive personal assistance maneuvering through the Fare RevIEW program in a number of
ways. Please note that email is probably the best method to insure that your question is interpreted
properly. We will respond via email with a response within 3 working days. FTA will report on updates
and additional modules on the main FTA web site at hitp:/www.fta.dot.gov/,

* User Guide: Your hard copy user guide can be used as a reference to answer many of your
questions.

*  On-line Help: On-line help is a text and graphic form of help many users are familiar with.

« Movie Help: Animated help is available for some functions and walks the user through a
process or concept using video and audio technology.

« Email: If you are connected to an electronic mail system, you may be able to email your
guestion to an HDM Analyst at farereview @ hdm.com or to joyman@hdm.com

* Fax: Faxes can be sent directly to HDM at 202-554-8513.

« Telephone: You can contact the HDM Project Manager, Judith Byman, at 202-554-1700.
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System Requirements

In order to install and run Fare RevIEW, you should confirm that your computer meets the following
minimum specifications:

* An industry-standard personal computer with at least an 80486 or higher microprocessor

*  Operating System should be Windows 95, Windows 98, or Windows NT 4.0 (with service
pack 4.0 and under)

« A minimum of 32 MB Random Access Memory; 64 MB is recommended

+ A minimum of 60 MB hard disk space, which will include adequate swap space and space for
expansion

« A CD-ROM Drive
* A sound card and audio speakers to access the Movie Help

»  Color screen resolution of 1024 x 768 (smaller size is possible, but the user will have to scroll
horizontally and vertically to see some of the screens
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How Do | ...

How Do | Create a Case Study?

To create a case study for the first time, select File/Case Studies from the menu bar. The case study
form will appear with none of the fields filled in. If cases were previously created, click on the small
arrow to the right of the case name entry.

To create a new case, you will be enter information into four (4) tabs in the following window. You may
save your work at any time, and can review your answers by clicking on any of the four tabs:

» Agency Info

* Modes
*  Functions
« Media
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%, Case Study

ﬁIEI{EI & 'tl-fl?’l gj _

é.Amnv:;vlm'u:|m:.mm|1=mn.-=um-|m|mu.|

Case: {Bus Transit |
~ [The bus tranist line case -]
=
]Cinranmt
|100 main 5t
|8 -iMh Flaor
‘ ' ]Boston

State: IMassachuseﬂs El Zip Code: 102134

|617)555- 1234
J617) 555 - 5678
|hnp:mmnw.bostuntransit.com

R

[~ This Is the default case study for this transk system.
' Use-utlﬁ_stu!tmpohﬂﬂ all future case studies.

Step 1. Agency Info Tab

Click on the “Agency Info” tab and enter information describing the agency as shown in the example
on the following page.

When creating or editing the default case, there are two options that are enabled:

= “This is the default case study for this transit system” - Checking this option will designate
that this particular case is the default case for the system. This box is automatically checked

by the Initialization Wizard when creating the default case for the first time.
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* ‘“Use as the starting point for all future case studies” - Checking this option will cause all
future case studies to be based on the default case. All new cases will have the same mode,
functions, and media of the default case, but additions and subtractions can be made. This is
very useful if you want to create cases similar to the default case with only small changes, to
test different scenarios. When the Initialization Wizard comes to this step, the option is
checked by default, but it can be unchecked. If you do not choose this option, all new case
studies are created from scratch.

¥ Case Stadp

ELEL!J_Q:I SU?’{:;QI

| Agency info ]mm!rmi Med

= Ca:u.':' !BusTrens‘;t ;]
I ~ {The bus tranist line case =1
Description: I j

“Agency:  [City Transit
Address:  [100 Main St

[Mh Floor

Chy: [Bostan
State: [Mascachusets  »|  ZipCode: [02134

Phone:  [(617) 555 1234
Fax:  [(617)555- 5678
WA ]hnp:mmmr.busmmransll.cnm

T Immhe defaul mmmmmwam »
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Step 2. Modes Tab

Click on the “Modes” tab and select one mode for this case. Create additional cases if you wish to
consider additional modes.

e, Case Sludy

cEEe dvxe

Agencylnfo Modee |Functione | Media| -
Modes | Select Mode (One Oniy) ii

Bus /Fixed Route
Demand Response
Light Rail
Cammuter Rail
Heavy Rail
Ferryhoat

Co0CCCo®

10
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Step 3. Functions Tab

Click on the “Functions” tab and select all functions relevant to your system and the mode on the
previous tab. If all the functions are not displayed at once, you may use the side bar to scroll down the
list. At the current time, Fare Review does not delineate the questions by mode.

e Sty KK
slEBy slvix e

Aglnwlm'olnndn Functiona |m|

Functiohs |  Select Function (One or More) «
Rigk Management
Organizational Issues
Personnel Issues
Media Design
Media Production Contractor
Media Production In-house / Contractor
Media Distribution
Equipment Design
Egquipment Maintenance
Revenue Collection
Revenue Processing
Credits / Refunds
Sales Internal
Sales On Board
8ales Third Party
Electronic Data Processing
Programming & Encryption
Drop Box
Internet Sales

JO0ODUEEERREE0O0O0OEEEOER

11
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Step 4. Media Tab

Click on the “Media” tab and check all the media relevant for the mode selected in Step 2.

%, Case Study

12

Media | Select Media (One or More) ﬂ
Cash =]
Ticket =]
Fass (m]
Transfer 0
Token 0o
Electronic Fares =]

>
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Step 5. Save the Case

Click on the “Save” button, or “Save” menu item that is found under “File”.

How Do | Answer a Survey of Questions?

After a Case Study has been created, you may now answer a survey of questions. Begin by clicking
the question mark button on the toolbar.

For more information on how to create a case study:

B FTA Fare ReviEW 20 _

File View Help

Bomelsl

13
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The following main survey screen will be displayed which you will use throughout the entire question/
answer session. Each section of the screen is described below.

(e o
«| | ¥ H

eformitien Deseriotion | Survey Bt Quoetion 2 of 47
- |hu | l Is Bpecific crime prevention liaining programs provided for employees trespansinle for reven _j
Lyl ograms Qe Ll PEE 'EspOnsinle 1o revenue =
Salect a Cose Study Survey fo take or sdt: ffunctians especislly Ihose with direct invaivemenl with the public? (Referance Question 1D 315)
[New Red Bue Line ]
Case Name:  New Red Sus Line d
Date Createct Aprl 10 3000
Last Modifedt: Agrll 10, 2000 Medis | Yes | No [Needinfo]
Agency: Mass Transitine ALL a] o 4]
100 Main Btreet Cash n n o
Bostan, MA 01234 Ticket o o o
Trangter o o u]
Select Function Groups to be Answered
Functions:  Revenue Colleclion B
Revenue Frocessing n]
Medx  Ces User Comments:
Tickel -d
Transfar
Mode: Bus /Fixad Route Ll
Question Notes:
Emplovees should e advised thal personal sately 15 paramount, with (08 o1 revanue £acondary o
108§ of life or Injury. Crime prevention tachniques may protect mployess and/or customers from Hgk of
injuty due lo robbery.
Referente
foot dvauabie

Funclion: Revenue Colieclion | Number of Function Questions = 10 | Tolel Number of Guestions Complelely Answered = 34 |

14
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Case Information is found on the left side of the screen, including the Agency Information and
Functions. You may filter the questions by selecting only some of the functions, as shown by the
checkmarks.

1New Red Elus Line

T, T o e N S T e

|Case Namn New Req Bus Line
|Date created: April 10, 2000
|Last Modified: April 10, 2000
{agency: Mass Transit Inc

: 100 Main Strest
Boston, MA 01234

: Select Function Groups to he Answered
Functions: Revenue Collection B
Revenue Frocessing (m]

| Media: Cash
f Ticket
Transfer
{Mode; Bus/Fixed Route

Two additional tabs on the left side contain the Case Description and Survey Statistics. The
following is an example of the Survey Statistics tab.

| Revenue Collection
-|Revenue Processing

15
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Survey Questions 2 to 47 are found in the top right of the screen. All answers are made by checking
the appropriate box (Yes, No, or Need Information). Here, the user is about to answer Question #2 of
47 Revenue Collection questions. Remember that only the Revenue Questions are being shown
because the user selected a filter in the Case Information dialog shown above,

specific crime prevention tralning programs provided for employees responsible for revenue
functions especially those with direct involvement with the public? (Reference Quastion 1D: 315)

Meda | Yes | MNo | Needinfo| '
A o o a
|cash o (u] o
| Ticket u] [n] (m]
o ] o

Transfer

16
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Below the question, the following window displays two things. The User Comments area is where the
user can enter any comment or other supporting text that may be relevant to their answer. Please

enter reasons for stating non-applicable as discussed in "Getting the most out of Fare RevlEW.
Question Notes are provided to inform the user of potential exposures, recommendations and

suggestions on how to minimize exposure of fare revenue to the system. References are listed when
available. When references did not exist on a specific question, experience, general auditing rules

were applied.
User Comments: :
=
=
“Question Notes: e

“JAppropriate responsible personneal should be part of the system safety -
_|planning group. A written systemn safety plan should have a financial risk
“Imanagament component. Palicies and procedures of fare collection
“lprocessas protacttha transit system, employees, passengers and
eliminate/minimize the |oss of ravanue. Failure to have a written system

safety plan which Incorporates all operational components may leave the
traneit awatarn At ek

L

17
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How Do | Navigate Through Questions?

There are three ways to navigate among the questions when answering a survey. Each method is
described in the following sections:

*  Arrow Buttons

*  Right-click Question Window

*  Go-to Question Feature

Arrow Buttons

To move through the questions one at a time, either forward or backward, you may click the arrow
buttons located on the left of your screen. The first double arrow button moves you to the first ques-
tion. The last double arrow button moves you to the last question. The two single arrow buttons in the
center move you forward or backward one question at a time.

0 Suvey

dviNEl
uestion 9of 111 Tt

Can lost or stolen fare media be identified in ard
(Refarence Question ID: 142)

Case Information | Case Destription | Burvey Stivties |
Selact a Case Study Survayto take or edit: -
Default Bus Serwice Case v

18
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Right-click Question Window

If you would rather not click the buttons described above, you may RIGHT-CLICK in the gray area
above the question. A popup menu appears that allows you to navigate in a way similar to the arrow

buttons.

Question 10 of 108 n Qiu ‘

Do you record third party fare med|a sales? Eirst Quastion
Last Question
Goto Quastion,.,
Save Answers

Media | Yes No | Needinfo |

ALL o o o

Ticket ] a o

Pass B a o

Token o a B

19
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Go-to Question Feature

If you wish to go to a specific question, either backward or forward, you click on the “Go To” button on
the toolbar

which looks like this: |

Fare RevlEW will then calculate the status of all the questions this user is allowed to work with. You
may go to any question by double-clicking it in the table that looks like the one below. The status of
each question is color coded as shown in the legend below the table.

Bl Lo Lo Guestan
i wecsene Double Click on the Question To Go To, -
Question ___Function Question
1| Reverue Collection crwpes b alliwy pras e o P ifiead b ritiong
1 07| Reverwe Colloction 112 IRere & willer paicy régarding an amplayss handing monay 1om pazisngsrs *
1 03| Revepwe Collection [U) Are mmploves cash transactions reconcied osily o ndership coges?

(U} s apecilic crime prevemion training programs provided 1or amployees responsible for revenue functions especially tho:
involvemnent with the publie ?

3| Reverwe Collection (HNI) Does your system heve procedures 10 reconcile cash collecied and media said?

Revemur Colffection (%) 13 there a vweriler policy regarding teps 1o 1ake when the tareboy malfusctions ©

4.02| Revenwe Coflection (HHI} Are pmanents reacelvad during a Tarehoy ounage raported and raconclied ta ridership counts 7

4.03| Revewne Coflection (NI} Are farebox outages reported immediately to supervision for direction or remedial ection T

4.04| Revonne Coffection (HHI) Are devialions from written policy on handling farehox oulages reporiad to sanior revenue menagemarnt ?
4 04| Reveane Colloction (101 Are the ocoasions of Terebox malfuiclions recorded and avalyZed Tor [eids ®

i | Revegme Collection 120113 {here a policy regarding how the emplovee defermnires ehgibity 0! pastengers b aurzhate LLCOUnt AR 1Hes Taies’”

2| Revorse Collection

-

20
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How Do | Create a Report?

A number of reports have been included in the Fare RevlEW application. There are four easy steps to
create reports from Fare RevIEW which are presented in the graphic below.

Step 1: Select a case from the Cases list.

Step 2: Select at least one function from the Function list. All are selected by default.
Step 3: Select a report from the Reports list

Step 4: Press the “Create Report” button.

Cases:
|defauk case |

Functions:
Function Selected | &
Risk Management ®]
Madia Production In-house / Contiactor =2

Reports:

Potential E xposwes
Exposwe Solutions

Internal Summary Report
Executive Summary Report
User Assighment Reporl
Question Repaort

The selected report will be displayed in a preview window. If no records are selected based on your
report settings, the system will present a message explaining why the system was unable to create
the report. For example, if there are no exposure resolutions based on your survey answers, the
message dialog will say “No exposure resolutions have been provided for this case.”

2]
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After generating the report, the system will show a number of useful tools to help the user to navigate
through the entire report:

- Remove the report from screen X

- Navigate between different pages Mll Llﬂ

- Print Report _EJ

- Printer Setup ;ﬁ_!

- Set different zoom view of report [100% ¥]

- Search report contents by entering search contents :]ﬂ]

22
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How Do | Use the Printed Reports?

Six standard reports are provided to assist the user. The reports are listed below, and examples of
each are provided.

» Potential Exposures

*  Exposure Solutions

* Internal Summary Report

* Executive Summary Report

* User Assignment Report

»  Question Report

Potential Exposures

This report will report any exposures that exist based on the answers to the questions. The report will
summarize the question and answer that promoted the exposure, and provides a recommendation to

limit exposure.

Potential Exposure Report
April 11, 2060

Case Name:  Red Llne Mode: All
Function: Revenue Collection
Question: Bre thers written procedures for handling revenus instraments? Reference 56

Media Answer Reference Question ID

Ticket No 123

Transfor No 123
Exposure: Failure to have written procedures increagses the chances of logt revenues through theft,

fraud, and/or mishandling of fare mstruments by employees.

Recormmendation: Written andlor elsctronic procedurss for handling revenus instrurments should be sstablishad

There should be & chain of custody docwments for shipments of fare medis and money. All
instrument processing activities should be defined cleasly in writing. The rules should be
presented and understood by all employees involved with the process prior to assigunent. For
good records, have the employres sign off on training and place document in personnel fils.
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Exposure Solutions

This report will show any exposures that no longer exist due to changed answers. The report will
summarize the question and answer that promoted the exposure.

Exposure Solution Report
April 11, 2800

Case Name: Red LIne Mode: Al
Function: Revenue Collection
Question: Is there & wnitten policy regarding an employes handling money from Reference: 56

passengers?

Media Original Answer Reference Question 1D

Cash HNo 126

User Commenits:

24
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Internal Summary Report

This report summarizes the answers to each question, by functional area. The report is useful to
analyze the status of the case surveys, and if any questions remain unanswered. A partial report is
shown below.

Case Name: Bus Transit Mode: al
100 ¢ Risk Manacement
o B Oroganizational Issues
O Media Desian
80 B Media Production Cortractor
i : Ll Cledle ) Fafunds
£ TF
g 50
' 50
5
a 40
e 30
20
10 F
5

Functions

The chart presents the ratio between the nurber of exposures and the number of questions for grven funchons.

Function: Rask Management

Total Number of Questions:

Nuwrber of Questions Answered As "Yes"
Number of Questions Answered As "No™
Number of Questions Answered As "Meed Info":

—_

O )

Function: Organizational [ssues

Total Number of Questions:

HNumber of Questions Answered As "Yes"
Murmber of Questions Answered As "No™
Number of Questions Answered As "Need Info™:

O W W

25
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Executive Summary Report

This report summarizes the number of potential exposures based on the answers provided by the
users. The information is presented in chart and tabular form. A partial report is shown below.

Executive Summary Report
March 13, 2000

Total Questions in the Survey: 164
Total Question Compleiely Answered in the Survey: 17

Case Name: Bus Transit Mode: &l

Surnmary Chart

Risk Management
Croanizetional Issues

Media Desian

Media Production Contractor
Crecis / Retunds

DEOEE

Exposure Ratio (%)

Functions

The chart presents the ratio between the number of exposures and the number of que shons for given functions.

Function Number of CompliancesNumber of Potential Exposures

Risk Management
Organizational Issues

Iledia Design

Media Production Contractor
Credits / Refunds

L I 5 RN T N S ]
[ - NN

26



U.S. DOT Federal Transit Administration Fare RevlIEW

User Assignment Report

The User Assignment Report summarizes the permissions set up by the Fare RevlIEW Administrator.
This report will only be available if the Administrator selected a security option during setup. A partial
report is shown below.

User Assignment Report
March 13, 2600

Case Name: PBus Transit Mode: Bus [ Fized Route

User Name: JOHN BROWN

Function Media

Risk Management Cash

Rask Management Ticket

Risk Manageraent Electronic Fares
Organizational Issues Cash
Organizational Issues Ticket
Crgarzational [ssuss Electronic Fares
Ivledia Design Cash

Iedia Design Ticket

Ivedia Diesien Electromc Fares
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Question Report

The Question Report lists all the questions that will be asked in the case survey. The questions
presented are based on the case study characteristics, including the mode, functions, and media. A
partial report is shown below.

Question Report
March 13, 2000
Function: ID Question
Credits / Refunds 1 Do you have a written policy for refunding roney for tickets,

passes, transfers, and tokens?

Credits / Refunds 2 Are refund transactions recorded?

Credits / Refunds 3 &re refund fransactions reviewed and approved by a supervisor
pHoT to issuance?

Credits / Refunds 4 Are efforts made to ensure that the refund recipient purchased
the submitted fare instrument?

Credits / Refunds 5 Are trends in refund recipient and refund issuer performed by
independent parties?
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How Do | Log On and Off?

Log On

When the application is started, a log on screen will appear requesting the username and password
of an approved user. You must enter your username and password exactly to enter the system. If
your Fare ReviEW was set up with No Security option, then this screen will not appear.

Log Oftf

You may log off Fare RevIEW at an time by selecting File / Exit in the menu bar. If there have been
changes since the last time you exited, you will be asked if you want to save your changes. You may
select Yes to save your changes, No to exit without saving your changes, and Cancel to return to
your Fare RevIEW session.
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System Administration

System Administrator’s Role

The Fare RevlEW System Administrator is the person charged with overseeing the system’s configu-
ration. You will find that if no security is used, the System Administrator’s role will be minimal since
there will be no usernames or permissions.

Setting up Fare RevlEW includes the following general steps:

Installing and configuring Fare RevIEW

Selecting a security option

Creating a default case study against which other cases may be compared
Adding usernames and permission levels

Resetting the security options if necessary

Resetting the entire system if necessary

Install Fare RevlEW

Installing the Fare RevIEW application a second time is fairly straightforward. Follow these steps:

30

Uninstall old versions of Fare RevlEW by clicking on the Uninstall icon or selecting Start/
Control Panel/Add or Remove Programs.

Insert the Fare RevIEW CD-ROM into the drive of your computer. The installation program
will self-start. If it does not, click Start/Run and enter your CD drive name. Then browse to
find the setup.exe file on your Fare RevIEW CD-ROM.

The installation function will walk you through the process. Be sure to follow all instructions
given for software installation. Make sure to restart your computer before using Fare Review
to ensure all the files are properly set up.

You may start Fare RevlEW in two ways:

Double-click desktop Fare RevlEW icon

Click Start/Programs/Fare RevIEW
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Configure the System

Before the application can be used, there are some vital pieces of information which must be setup
before the application can be used for analysis. The level of security to run the program must be
decided upon. If security is used, users must be created and permissions assigned to each of them. A
default case study accurately reflecting your transit system must be created, and the survey of
questions based upon the default case should be answered if comparative reports are to be gener-
ated. The first time the application is run, the “Initialization Wizard” guides you through setting these
options.

You can exit the wizard before it is finished. The application will remember where you left off, and pick
up from there the next time the application is run.

Setup Sections
1. The Introduction: This screen tells you whether this is the first time the application has been
run, or if the wizard has been partially run before. If it has been run before, it will pick up at
the next Step to be completed. Click on “Next” to proceed. “Cancel” exits the Setup Wizard.
You may check “l do not wish to use the security features” to disable security and skip ahead
to Section #4.

[)Fare ReviEwW

Welcome to FTA's | Welcome to Fare RevIEW 2.0 =
Fare ReviEW .
Fare R e ivs Fctns tonon | IR You have not run this program before, If you
- . wigh to run thus program using extensive secunty
[festures, please follow the next screens to setup
aome starting nformetion If you do not wish o
use any secusity, pleaae check the box below.
— NOTE —
This application is secure for use with one user,

without usine the additional sacurity foatures ¥

W 1 do ot wish to use the seconty featines.
Hat vand Desgn & Mappung Co, Inc.
30 Spneth Place
Cambrdage, MA D21
hitpe:wwewe hidimecom
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2. Select the type of security you wish to use in this program, if any. The default is not to use
security. Click “Back” to go back to the Introduction. Click “Next” to continue to the next Step.
If /| do not wish to use the security features” was chosen, go to Section #4. If either “System-
Wide” or “Case-by-Case” security modes are being used, continue with Section #3. For more
information on what the different security modes are, see "What Are the Different Security
Modes?”

are ReviEW

Select . Choose the type of security you

—— wish to apply to the system:

SECU ri ty e - O 1o not wish to use (he secm ity Teatin es
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3. Create the administrator. The text on this screen describes the administrator’s role and
responsibilities. Click “Next” to start creating the administrative user. Click “Back” to go back
to the Security screen and choose a different mode of security. For details on how to create
the administrative user, see "How Do | Create a User?”

[ Fare ReviEw

Create

Create the system administrator.

The eyetem adminieirator ie the person who creates
ueers, deciding whach functions and media each
uger has access 10. The administrator also creates
the default cage ptudy, which usually descnibes the
current setup of your transit system.

. 1 do not wash to use the scondy featumes.
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4. Create the default case. Click "Next” to start creating the default case. If either the System-
Wide or Case-by-Case security modes are being used, clicking "Back” will take you back to
Section #3, otherwise “Back” will take you back to Section #2. Once this Step has completed,
if either “System-Wide” or "Case-by-Case” security modes are being used, continue with
Section #7. For details on how to create the default case, see “How Do | Create a Case
Study?”

m Faie HevlEW

C reate Create the de;fu]t case study.
Default

The default case study descnbes the cument

slate of your transit sysiem: which functions

you'd typically be analyzing, (credite/refunds,
squipment design, media design, electronic data
processing, etc.), which media you use, (cash, =
tickets, passes, tokens, etc), and which modes
apply, (busg, light rail commuter rail ete). This :I
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5. Create users. This screen describes what a user is. Click “Next” to start adding users to the

system. Click “Back” to go back to Section #4. For details on how to create a user, see "How
Do | Create a User?”

mi et Hevllkw

Create > e
Users

Cresate users.

Usm are people the admunistrator gives privileges
lto for various analyticel tasks. Each user geis
lassigned the functions and media which they may
[have eccess to for creating case studies, doing
{analysis, and generating and reviswing reporta. You

may slop this step and create users later, if you
wish

B
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6. Assign user permissions for the default case study. This screen describes what permis-
sions are for. Click “Next” to start assigning permissions to the various users who were just
created. If the System-Wide security mode is being used, permissions, assigned during Step
4, will apply to all current and future case studies in the system. If the Case-by-Case security
mode is being used, the permissions assigned during Step 4 will only apply to the default
case study. For more information on assigning permissions for the System-Wide security
mode, see “Assigning Permissions in System-Wide Security Mode”. For more information on
assigning permissions for the Case-by-Case security mode, see “Assigning Permissions in
Case-By-Case Security Mode”. For more information on the differences of permissions in the
two different security modes, see “What are the Different Security Modes?”

Q}F&xm RevlEW s : : s ‘ﬂﬂ

] T
ASS ! g n et AssigtFUser

User . . Permissions

[N aw that you have created some of the users for
the system, you should assign permisgions to
each of them. A penmission is a specific mode,

f‘mctien, media combination 1o which only one
huser may have access, except for the
administrator who has accessio it all For :’

. 1do not wash to use the securty tleatures.
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7. Answer the survey of questions based on the default case. Click “Next” to start answering
guestions. If either the System-Wide or Case-by-Case security modes are being used,
clicking “Back” will take you back to Section #6, otherwise “Back” will take you back to
Section #4. For details on how to create the default case, see “How Do | Answer a Survey of
Questions?”

Note: The Fare RevIEW application offers a comprehensive range of reporting capabilities on the
results of the surveys taken by the users. Some of the most useful reports allow the adrinistrator to
compare “ideal” answers to those of the users. To do this, the administrator must answer the survey
of questions based on the selected case study. If the administrator does not, these comparison
reports will not be available for that particular case.

Fare RevlEW

Answer % - Step S -

Answer the Survey
DEfa ult ) | For the Default Case Study

The Fare RevIEW application offers &
comprehensgive range of reporting capabilities on
the regults of the surveys taken by the users.

Some of the most useful reports allow the
administrator to compare ugers "ideal”’ answers

to those of the usess who answered the surver. T
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8. You are now finished. All the necessary information needed to operate the application has
now been supplied. If you want to go back and make any changes, click “Back”, and you will
go back to Section #7. Keep clicking “Back” until you get to the step that you want to change.
Clicking “Next” will take you to the main screen of the application. From there, the default
case can be edited, new cases created, user accounts managed, permissions changed and
assigned, surveys answered, and reports generated.

" ' - FINISHED -
Fare ReviEW |
Initalized - Yau are now ready to use Fare RevIEW. You may

Iprocesd by answenng a survey of questions based
lon the default case study you created, create

ekl R R el A

[ e L e~
T e

R
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Add or Update a User Name

Prior to using the Fare RevIEW software, all users must be authorized by the administrator. This is
done either at setup time, or later if necessary. Please note that the System Administrator must be
setup during installation.

Below are steps to follow to add additional users after the initial installation.

1. Click on “Eile”, then on “Add Users”, or as a short cut, hold down the “CTRL" key and press “U".

[Eie Help :

I

Set User Permissions Cirl+P
Lase Studies CirsC
Fesst Seourty ChrleS
"Reset Systemn ClrisM
Answer Cave Survey Chrisd,
Heports CthR
Exit el

2. The following screen will appear where you enter information describing the new user.

s, f:&(.ulilp Add Users

I.Iutm'

| Full Name: [DanlsaNewell . |
User Name: |[DENISE
| Password: [wilighttime

gmm . [eiigntime
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There are a few rules to follow when completing this form:
* Full Names can have any characters
* User names are used to log in and cannot have spaces
« Passwords are case-sensitive and must have at least 5 letters

Click on the diskette in the toolbar to save the information, and this user will be authorized the next
time Fare RevIEW is started. For information on additional toolbar buttons, read the following section.

Toolbar Buttons
Several toolbar buttons are available to assist the administrator in adding and editing user names.
These are found on the following toolbar:

W, Secuity: Add Users

elale| < @

_@ Add a new user name: Clears entries without saving and starts again.

|El| Save all changes: Saves entries currently in the dialog box.

“?| Set user permissions: If security was selected, you may manage user information here.

‘S’ Clear entries: Clears entries on the current screen.
Cancel user administration and lose changes: Quits user administration without saving your
changes.
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Assign User Permissions

1. Assigning user permissions will enable you to control the questions and answers that your
users may view. There are three different ways to access the user permissions feature from
the administrator account. You may:

+  Click the Set User Permissions button in the toolbar: %

« Enter“CTL-P”

+ Click on “Eile”, then “Set User Permissions

Eis Heb :
 AddUsers Cil

St P et i 1 hilbeg?

- Cate Studies . LhkC
Reset Security  CkS
ResetSysteqy ~ ClileM
Answet Case Survey Cilh
Bepots =~ CukR
Est  Cukx
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Assigning Permissions in System-Wide Security Mode

The following screen will display the current user and permission options. You may change them by
clicking on the buttons for the appropriate case study, person, function and media combination. Note
that only one user can have access to each combination of these five components. The System
Administrator is the only person who can view the unassigned permission combinations.

~« liser Pes ons : : A Mﬂﬁ‘

a ,!;;—:i!!__p_nﬂhhﬂonlfnr:. : e -IBus / Fixed Route
a Function to set permissions for: |Sales On Board

ALL]| Cosh | Ticket | Pass | Transfer] Token | Electronic Fares _j

Mary Smith < ® @ O O @ @
Diane Waavar | O O ® ® ® Q o
Joe Turher O QO O @] 2 Q @

=

1. Click on the drop-down list box for modes, and select the mode to assign permissions for.
These permissions apply system wide, so all available modes are listed as options.

2. Click on the drop-down list box for functions, and select the function to assign permissions
for. All available functions may be listed.

3. On the appropriate user's row, click on the option button corresponding to the payment media
that this user should answer gquestions for in this particular mode and function. Repeat for all
users’ media until all the media have been assigned for this mode and function combination.
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4.

5,
6.

Repeat steps 2 and 3 until permissions have been assigned for all desired function and
media combinations for this mode.

Repeat steps 1 through 4 for each mode.

Frequently click the “"Save” button to save your work.

Note: Not all of the combinations need to be assigned. Questions based on tasks that have
not been assigned will not be presented or seen by any users, except the administrator,

Assigning Permissions in Case-By-Case Security Mode

1.

2,

o

Click on the drop-down list box for names of case studies, and select the case study to
assign tasks for. These permissions apply to this case only. (See figure in this section)

Click on the drop-down list box for functions, and select the function to assign permissions
for. Only those functions defined for the selected case study will be listed if “Case-By-Case”
security is being used.

On the appropriate user’s row, click on the option button corresponding to the payment media
that this user should answer questions for in this particular mode and function. Repeat for all
users’ media until all the media have been assigned for this mode and function combination.
Only media that have been defined for the selected case are available.

Repeat steps 2 and 3 until permissions have been assigned for the entire case study.
Repeat steps 1 through 4 for each mode.

Frequently click the “Save” button to save your work,

Note: Not all of the permissions, a.k.a. tasks, need to be assigned. Questions based on tasks
that have not been assigned will not be answered or seen by any users, except the

administrator.
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Toolbar
=& User Permissions
H| @< ®
1. “Save” button, (looks like a floppy disk) - saves the permissions.
2. “Check for Unassigned Permissions”, (looks like a red checkmark on a green background) -

checks for permissions which haven’t been assigned yet. If any unassigned permissions are
found, a report is generated and displayed. This report, or selected sections of the report, can
be printed. If “System Wide” security mode is being used, all the possible permissions are
checked. If “Case-By-Case” security mode is being used, only the selected case’s permis-
sions are checked.

“Erase Permissions”, (looks like a pencil eraser) - erases the permissions which have been
assigned. All permissions for the system, or selected case, depending on the current security
mode, will be erased. Do this with caution.

“Cancel’, (looks like a bulls-eye) - cancels this screen and you will lose all changes made
since your last save.
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Choose a Security Option ﬁ

The application can be run in any of three different security options: “No Security”, “System-Wide
Security”, and “Case-by-Case Security”.

No Security

If no security is used, all users have access to everything in the program. Anyone can edit and create
cases, and answer surveys of questions. This is by far the quickest and simplest method of running
the program. If you want to have control over which person can answer, edit and view questions
based on different function/media/mode combinations, then choose one of the other security options.

System-Wide Security

In this mode, there is an administrator and users. The administrator creates the default case, any
other desired cases, and authorized users. Once users and cases are created, the administrator
assigns specific function/media/mode combinations, called permissions, to each user. These permis-
sions apply to that user for all cases in the system. The questions a user can answer are restricted by
these permissions. The user will not be able to answer, view or report on questions that fall under the
auspices of other permissions. The user can create their own case studies, but limited to specific
combinations and/or subsets of the assigned permissions.
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Forexample...

The administrator created a user named Valerie Janson. Valerie is the manager in-charge of the
media design of tickets, tokens, passes, and transfers for the subway, commuter rail, and buses in
the metro-Boston area. The administrator didn’t want her to answer questions on revenue collection,
personnel issues, or equipment maintenance, or any of the other functions. So, the administrator
chose to run this program in “System-Wide" mode, and assigned the following permissions to Valerie:

i |

Made ' Tickets i Tokens ! Passes | Transfers | EE[:“I]II;[:
| ! | ares
' Light Rail | Media ®m | @ ¥ ®
Design i
Commuter | Media & Xl
Rail i Design | !
Bus  Media } @
| Design ‘
; | e == — e = e e
Demand | Media ‘ B | & X
Response | Design |

Now, Valerie can only see questions that have to do with her area of specialty. No one else can see
her questions, other than the system administrator.

NOTE: Only one person may be assigned a particular permission (task).

46



U.S. DOT Federal Transit Administration _ S Fare RevIEW

Case-by-Case

This mode also uses an administrator and users. This is very similar to System-Wide Security. The
administrator creates the users and default case study and any other case studies to be evaluated.
Then the administrator chooses one of these cases and assigns the specific permissions of that case
to various users. These permission assignments are specific to that case only. The administrator
does this for each of the other cases.

For example...

A

The administrator created a default case describing the transit system.

Name: Current MBTA Transit System

Mode: Demand Response

Functions: Media Design, Media Distribution, Sales On Board, Revenue Collection, and
Media Production Contractor

Media: Cash, Tickets, Passes, Transfers, Tokens, and Electronic Fares
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2. The administrator then assigned the following permissions, or tasks, to various users for the
“Current MBTA Transit System” case.

‘ ' '
Mode Function ! Cash | Tickets J Tokens || Passes l Transfers | Electronic
—_—— e e et e —
Valerie | Demand  Media | X ‘
Janson Response  Design | i
N il S W | S T | . P
KimLee | Demand  Media | 1
Response  Design ‘ |
|
James | Demand  Media | B ! X
Kerr | Response  Distribution | !
Sharon Demand Sales On | 04| 74|
Leves | Response Board
| Demand " Revenue : X X X
i Response = Collection |
Ben Demand  Media | x K|
Waverly | Response  Production |
Contractor |
I B SO | O e
Jil Demand | Media i
Gates Response  Production |
. Contractor |

All the tasks in the default case have been assigned to various users to complete. Note that not all of
the possible permissions have been assigned. Some of them don't make sense to assign. The U.S.
Mint is in charge of Media Design and Media Distribution of Cash, and certainly Cash would never be
Sold On Board. These permissions only apply to the default case. If users are to answer a survey of
questions based on a different case, perhaps a hypothetical case in which a new media type should
be introduced, permissions would have to be reassigned to users for that case. This is because there
would be a different array of tasks to assign due to the new case characteristics. If no security was
selected during setup, there would be no permissions to assign.
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Reset Security Options

The system administrator may reset the security features of the system. This option will re-run the
initial configuration routines that first came up when the system was installed. You can either opt out
of security and permissions all together, or go through the steps of assigning user permissions.

To reset the security, select “File” and then “Reset Security” from the main menu. You may also select
the short cut of “CTL-S".

LA FTA Faie HeviEW 2.0

| Eie Help
 CaseStudies  CuleC
Reset Secunty
Reset System Cirl+M
Answer Case Survey CiisA
Beports Cul+R
E yit Cilex
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The first of several screens is displayed that step the administrator through the process of selecting
the security for this installation. If you select “I do not wish to use the security features”, you will go on
to create a default case. If you select either “System Wide Security” or Case-by-Case Security” you
will go on set up the administrator account.

(2 Fove FeulEw

Choose the type of security you

Se le Ct - - wish to apply to the system:
Se cu ri ty N — £ 1 do not wish to use the seculity features

@ System Wide Securrty
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Reset the System

Resetting the system allows the system administrator to clear all the databases and refresh the entire
systern. This will include all user names, case studies, and all survey guestions.

This process is not reversible.

First, select "Eile” and "Reset System” or “CTL-M". You must be logged in as the system
administrator.
[JFTA Fare ReviEW 2.0

Eile Help
CaseStudies  CihC
- ResetSecurty - CisS

Chrl+bd

- Angwer Case Survey Chrl+A
- Repoits Clrl+R

Exit Crle¥

The following dialog will appear. If you click “Yes”, you clear your databases. There is no recovery
option, so be sure this is what you want to do.

- | Reset system.

i 5 Do you wish to clean up the database and reset the system?

Yes

No
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Uninstall Fare ReviEW

Fare RevIEW can be removed from your computer at any time. This should be done if you do not
plan to use the system in the future and want to delete all program components, or if you are wish to

reinstall the application.

You may uninstall Fare RevlEW in one of two ways:

* Click Start/Programs/Fare RevlIEW/Uninstall Fare RevIEW
* Click Start/Settings/Control Panel/Add/Remove Programs. When the dialog listing your
applications is presented, locate Fare RevlIEW and click “Remove”.
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Glossary

APTA

The American Public Transportation Association. APTA members serve the public interest by promot-
ing safe, efficient and economical transit services and by improving those services to meet national
energy, environmental, and financial concerns.

case study

A theoretical representation of a transportation system defined by the administrator for a particular
mode of service delivery, various fare revenue collection functions, and various fare media. It is used
to evaluate | current, or hypothetical situations within the fare revenue processes.

case study characteristics

The characteristics of a case study include descriptive information of the transit system, using a
single mode of service delivery, along with all relevant fiscal functions and fare media utilized within
the transit system.

cash
Coins or bills used by a customer on board a transit vehicle to secure a ride.
credits/refunds

The amount of money returned or credited to the customer presenting a valid fare instrument for the
amount of money remaining.

date created
The date that the case study was created by the administrator. See “last modified.”
default case study

The default case study is entered during the setup process. This special case is used for comparison
with all future cases studies , and can also optionally be used as a base to build new subsequent
cases.
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drop box

A fare box which does not record or collect data.
electronic data processing

Computers/probes etc. which collect, process or data through automation rather than manually.
electronic fares

Instrument used by a customer to purchase a ride which is calculated, validated, and/or deducted
from a magnetic ticket by a computerized machine or is purchased over the internet.

equipment design

Specification of fare collection devises used to validate, collect, record money and/or passenger data
for a trip.

equipment maintenance

Breakdown and preventive work completed on machines/devices used throughout the fare revenue
collection process.

FTA
Federal Transit Administration, a division of the US Department of Transportation.
function

A component in the revenue fiscal management process. (In this program, there are over 30 func-
tions in the Fare ReviEW system from which to chose when establishing a case study. You can select
as many as you wish.)

HDM

Harvard Design and Mapping Co., Inc. is the firm that designed and developed the Fare ReviEW
Software program.

internet sales

The purchase of tickets or passes by a customer over the over a web site.
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last modified

The date that the case study was last “altered.”

media
Media are the types of fare instruments sold by a transit system to a customer in exchange for a ride.
media design

Specification or blueprint for fare instruments which makes the instrument visibly recognizable as one
of the transit system’s fare media.

media distribution

The process by which fare instruments are dispersed to points of sale.

media production contractor

The firm awarded the contract to produce one or maore of the fare instruments; e.g. tickets, tokens.
media production in-house/contractor

Production of fare instruments by transit employees or contractors in facilities of the transit system.
mode

The method of service delivery used by the transit system. (This program does not sort questions by
mode. Delineation by mode may be included in future modules.) Modes include, but not limited to Bus
Fixed Route, Bus-Demand Response, Light Rail, Commuter Rail, Heavy Rail, and Ferryboat.

organizational issues

Topics that arise from the organizational structure of the transit system which affect the fare revenue
control process.

pass

A fare media which allows a customer unlimited rides on the transit system over a specified period of
time for a specified a month; e.g. monthly pass.
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password

A code word used by the administrator when establishing the “user permissions.” (If you have forgot-
ten your password, see the administrator who set-up the case studies.)

permission

The administrator of the Fare RevIEW program assigns permissions to specified people based on
their responsibilities in the fiscal system. The person assigned a case study based on mode, function
and fare media is the only person who will see the questions pertaining to that case other than the
administrator.

personnel issues

A component of the fare revenue control process which deals with issues pertaining to employees;
e.g. training.

programming and encryption

Encryption is a coding process that protects the customer and transit system from unauthorized
receipt of financial data. Programming is the utilization of computer codes to produce data analysis,
databases, and other uses of data collected throughout the fare revenue process.

report

A summary of information developed by users in a case study. There are five reports reflecting
divergent purposes can be generated from this program.

revenue collection
The process where cash or fare instrument data is gathered within the fiscal control system.
revenue processing

The method(s) a transit system utilizes in recording, depositing, funds used by customers to obtain
rides on the transit system.

risk management

A component of the fare revenue control process where potential exposure and/or liability is often
assessed.
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iles internal
adia sold by transit systern employees at specified locations or on-board transit vehicles.
lles on board

1sh or the purchase fare media can be done when the customer is on the transit vehicle.
les third party

oerson, business or organization not affiliated with the transit system that sells fare media to
stomers for rides on the transit system. This can be a formal contract/bid award.

curity

sicurity is the system in the Fare RevIEW program that can be activated by the administrator to
strict access to the questions, potential exposures and other information within the program.
scurity is optional. and can be bypassed during installation if desired by the administrator.

ket

fare instrument usually a stiff form of paper used for one or more rides on the transit system.
ken

substitute for cash usable in fare boxes, usually round and of some specified metal content
insfer

sually a thin, tissue type paper which is either given out for free or sold for a minimal amount that
ows a customer to use one or more routes to reach his/her destination.

ername

e name of the person assigned by the administrator the responsibility of completing specified
estions in one or more case studies,

3
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