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Private and Confidential. Not for public dissemination. 

Information contained in this document is proprietary to AssetWorks Inc. and may be used or disclosed only with written 
permission from AssetWorks Inc. This guide, or any part thereof, may not be reproduced without the prior written 
permission of AssetWorks Inc. This document refers to numerous products by their trade names. In most, if not all, 
cases these designations are claimed as Trademarks or Registered Trademarks by their respective companies.  
This document and the related software described in this manual are supplied under license or nondisclosure 
agreement and may be used or copied only in accordance with the terms of the agreement. The information in this 
document is subject to change without notice and does not represent a commitment on the part of AssetWorks Inc. 
The names of companies and individuals used in the sample database and in examples in the manuals are fictitious 
and are intended to illustrate the use of the software. Any resemblance to actual companies or individuals, whether 
past or present, is purely coincidental. 

 

Technical Support 
AssetWorks provides several ways to connect with the Customer Support team. Be prepared to 
provide detailed information to the representative. If you are reporting an issue by email, include 
screen shots of your problem. This will provide the Customer Support representative with the 
information needed to respond quickly and effectively. 

Customer Support is available Monday through Friday, 7:00 a.m. to 7:00 p.m., Eastern Time. 

Telephone: 1-610-225-8300 

Email:              M5Support@AssetWorks.com 

Website: Community.AssetWorks.com 

The support website can be used to open issues, subscribe to user groups and download 
documentation, as well as to access the latest AssetWorks news. For secure access to the 
website, contact Customer Support by calling the number above. 
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Overview & Setup 
The Driver Management module in M5 is a licensed module that allows fleet organizations to 
track driver information related to things like Driver License Management & Legal 
Compliance (through driver and license record keeping) and Driver Risk Management 
(through event tracking and reporting) to help promote and ensure safety and efficiency within 
the organization. 

To help ensure accuracy within the Driver Management module, careful planning and attention 
to detail are necessary when setting up the module within your M5 System for the first time.  

The following is intended to guide you through the important frames and system settings within 
M5 that will have an impact on what data M5 tracks and how it tracks it within the Driver 
Management Module. 

Frames 
Driver Codes: 

• Driver Status Codes 
• Driver Types 
• Driver Classes 

 
Licenses: 

• Driver License Issuing Authorities 
• Driver License Types 
• Driver License Classes 

 
Driver Setup: 

• Employee/Driver Main 
• Employee Main 
• Driver Main 

 
Driver Event Management: 

• Driver Event Classes 
• Driver Event Types 
• Driver Event Risk Management 
• Driver Event Items 
• Driver Event Entry 
• Driver Event Status 
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Reporting: 
 

• Driver Event Query 
• Department Event Query 
• Department Driver Scores Query 
• Driver Event Calendar 
• Driver Event Year Calendar 

 

System Flags 
5360 – Warning Days for Driver Events – The system will display an amber warning on Driver 
Events after this many days.  

5436 – Require Driver Number on Employee Main? (Y/N) – This system flag will require the 
driver number on Employee Main if the driver flag is set to ‘Y’ for the employee in the Position 
Information section of Employee Main. 

5445 – Number of notifications to be generated for Driver Event Notifications – Default will be 
blank. If blank, a qualifying Driver Event email Notification will always generate if the notification 
is enabled in the Notification Manager frame. This pertains to Notification options Driver Event 
Approaching Expiry and Driver Event Expired. A positive number value will represent the 
number of times the event notification will be sent per configured notification. 
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Driver Code Setup 

Driver Status Codes 
Driver Status codes must be set up before prior to creating Driver records. These are  
user-defined codes that identify the current status of a driver for reviewing and reporting 
purposes. Each code must be accompanied by a description. Driver Status codes are also 
mandatory on all driver records.   

For example, A - Active, I - Inactive, S - Suspended, or L - Leave of Absence.  

 

• The Code field has a limit of just one alphanumeric character. 
• The Description field has a limit of 20 alphanumeric characters. 
• Inactive – This flag, when selected, represents whether the status would render 

the driver usable or not (for example, New Drivers would be active and 
Disqualified drivers would be inactive). This is a reference value and does not 
result in any systematic restrictions.  

• Disabled – This flag, when selected, disables the code from use on driver 
records and related frames. 

• Default – This flag, when selected, designates a code as the default driver 
status for employee or driver records created by using an interface. 

• Driver Status Codes can only be deleted if they have not yet been used or 
associated with other records throughout the M5 system.  
 

 



Driver Code Setup  

Page 7 of 30 Driver Management - Quick Guide 
Version 24.x 

Driver Types 
Driver Types give you the next level of categorization for your Drivers. These Driver Types or 
categories are also user-defined. For example, LOCAL – Local Only or EMER – Emergency 
Services. These are set up on the Driver Types frame and are mandatory on all driver records. 

 

• The Code field has a limit of six alphanumeric characters.  
• The Description field has a limit of 20 alphanumeric characters. 
• Disabled – This flag, when selected, disables the code from use on driver 

records and related frames. 
• Default – This flag, when selected, designates a code as the default driver 

type for employee or driver records created by using an interface.  
• Driver Types can only be deleted if they have not yet been used or 

associated with other records throughout the M5 system.  
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Driver Class 
Driver Class Codes are another set of user-defined codes used for identifying and classifying 
drivers. You can identify drivers by experience level, type of licensing, seniority, or other 
classification types. 

The Driver Classes frame allows you to create and maintain a list of these codes to assist in 
driver identification, traceability, or meeting other regulatory requirements. These codes are 
optional and are not required on driver records.  

 

• The Code field has a limit of six alphanumeric characters. 
• The Description field has a limit of 50 alphanumeric characters. 
• Disabled – This flag, when selected, disables the code from use on driver records and 

related frames. 
• Driver Classes can only be deleted if they have not yet been used or associated with 

other records throughout the M5 system. 
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Driver Status Codes 
Driver Status Codes are user-defined codes that identify the current status of a driver for 
reviewing and reporting purposes. These codes are optional and are not required on driver 
records. 
 

 
 

• The Code is a one-character code. 
• The Description allows for up to a 20-character description of the code. 
• The Inactive flag checkbox indicates whether the status code represents an Active or 

Inactive status type. This allows for the creation of other status codes, such as 
S - Suspended, so that drivers can be tagged for specific review and actions while still 
being treated as active or inactive. To disable a code, select the Disabled flag checkbox. 

• To set a default code to display on the driver’s record, select the Default flag checkbox. 
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License Configuration 

Driver License Issuing Authorities 
When entering the Driving License details against a driver, you will need to specify which 
authority issued the driving license in the country your fleet operates in. 

These are managed in the Driver License Issuing Authorities frame. Navigate here and input a 
unique code and a description. 

 

• The Code field has a limit of six alphanumeric characters. 
• The Description field has a limit of fifty alphanumeric characters. 
• Select the Disabled checkbox to disable an existing code, then select SAVE. 
• After you are finished, select the SAVE button at the top of the frame. 
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Driver License Types 
Each Driver License Authority can issue multiple types of licenses (for example, Provisional, 
Full, Tacho, Heavy Goods). The Driver License Types frame is where you set up these 
variations. 

The License Types are set up uniquely to each Authority. 

 

• Enter or select the Issuing Authority from the list of values. The Description 
automatically displays based on your selection. 

• After entering the issuing authority, you can set up the Drive License Types for that 
authority. 

• The Code field has a limit of ten alphanumeric characters. 
• The Description field has a limit of 50 alphanumeric characters. 
• Repeat this setup for any additional codes you want to associate with the issuing 

authority. 
• The Disabled checkbox can be used to disabled any existing codes.  
• When finished with setup or making any changes, select the SAVE button at the top of 

the frame. 
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Driver License Classes 
A Driver License from a particular authority will have certain vehicle allowances and driver 
related restrictions. These allowances are represented as Driver License Classes.  

This is how you record what classes of vehicles (size, weight) a driver is qualified to drive. 

 

• Enter or select the Issuing Authority from the list of values. The description 
automatically displays based on your selections. 

• Enter or select the Licence Type from the list of values. Available selections will be 
determined based on the issuing authority chosen and the license types configured for 
that authority.  

• After selection your authority and type combination, you can begin setting up or editing 
the Driver Licence Classes. 

• The Code field has a limit of six alphanumeric characters. 
• The Description field has a limit of 100 alphanumeric characters. 
• Restrictions is a free form field with a limit of 50 alphanumeric characters.  
• You can select the Disabled checkbox to disable any existing codes.  
• Select the Note icon to add any notes to the licence class.  
• When finished with the setup or editing, select SAVE at the top of the frame. 
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Driver Setup 

Employee/Driver Main 
 
Employee/Driver Main is a Screen Designer frame that combines the Employee Main and Driver 
Main frames into one frame. 
 

 

This frame can be used to manage and maintain the Employee/Driver relationship from start to 
finish rather than using two separate frames.  

Employee/Driver Setup 
All Drivers will need to be created on Employee/Driver Main. The driver information will be 
entered on the Driver Information tab. Employees are enabled as drivers so they can be linked 
with Driver records.  

As this guide is looking at Driver Management we will focus on the data required in the 
Employee/Driver setup that supports driver management. 

Navigate to Employee/Driver Main. Create an Employee ID and Name, allocate an employee 
Status, assign a Home Location and Department, and then select SAVE.  

Note: Employees can only be deleted if they are not linked to driver records and have no labor 
or charges booked against them. 
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1. Create an Employee ID. It is recommended to follow a consistent naming 
convention. 

2. Enter an employee Name. 
3. Set the employee Status. 
4. Set Driver to Yes within the Position Information. This enables the driver related 

functionality for this Employee. 
5. Enter a Start Date within Additional Information. 
6. On the Assignment tab enter a Home Location. This is the primary location the 

employee will be based at. 
7. Enter a valid Department for the Driver employee. Departments can be created 

by using Department Main. 
8. Select SAVE. 

Driver Information Tab 

 

You can begin the setup of driver-specific details for employees, including driver’s license 
information and even attachments (for PDF license copies). Rather than navigating to Driver 
Main, you can begin the driver setup on this tab. 

Note: This tab is read-only unless the Driver flag on the General tab is set to Yes. 
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Driver Main  
Driver Main is a Screen Designer version of Employee Main with the driver information. Driver 
Main has the Employee Information at the top of the frame and the Driver Information in the first 
section of the General tab.  

You can use this frame to create a new employee/driver record for an existing employee or to 
view and enhance existing Employee/Driver information created on Employee Main. 

 

Select the License tab. This is where you can record License information for the Driver. You will 
need to add a Driver License Item and then link any License Classes to it. You can add multiple 
licenses for previous issues or for additional licenses from different authorities. These are not 
mandatory. 
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At a glance you can view the types of vehicle the driver is legally permitted to operate, and 
which authority allows it. 

• Select the driver license Authority (you can access the LOV or enter the 
correct value). 

• Select the driver license Type (you can access the LOV or enter the correct 
value). 

• Enter the rest of the fields on this row. They are no longer validated but are 
required. 

• Select SAVE. This should allow you to access the License Classes grid when 
you have a License Item highlighted. You can select the Add Classes button.  

• Enter a license class Code (you can access the LOV or enter the correct 
value). This automatically displays the description. 

• Enter Acquired and Valid To dates and enter the rest of the information on the 
row, if applicable. 

• Select SAVE. 
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Driver Event Management - Configuration 

Driver Event Classes 
These are the highest classification of Driver Events. For example, medical checks or training 
courses for drivers. 

Navigate to the Driver Event Classes frame. Enter a Class code, Description, and then select 
SAVE. 
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Driver Event Types 
This is the next level of classification.  

Navigate to the Driver Event Types frame. You can create the overall tests or checks that will be 
happening. If there are specific elements involved in a particular check then they are created at 
a further step. 
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Driver Event Risk Management 
You can optionally configure the rules and define the associated priority and risk for the Event 
Type. These rules allow you to manage and rate Events. 

Navigate to the Driver Event Risk Management frame. Here you set up what the scoring 
parameters of the Event Type are. When it comes to entering an event for a driver only one 
score may be chosen, so the options need to represent a unique result. 

High Level: 

• Allows you to assign risk factors to specific Event Types and then forecast driver events 
two years into the future. 

• Event Rank - Value from 0 to 99.9 to denote the importance or priority of the event. 

• Overdue Score - Value from 0 to 99.9 to display on the query frame when an event 
passes the due date (is multiplied by the Event Rank). 

• To forecast, must be a recurring event with a specified interval. 

– Absolute or Relative 

• Event Scores - Values from 0 to 99.9 that are assigned to situation or impact values 
(also multiplied by Event Rank).  

 

 

Event Type - The Event Type code you are setting up. 

Event Rank - The importance of the test. This will multiply with the selected score (for example, 
if you selected UNDER 25 on the above event you would score 18 [9 * 2]). This is to signify how 
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some events have a bigger impact than other events (for example, a check on the number of 
convictions may be more critical than a check if the driver has read the user handbook). 

Key Event - If the event is particularly important. This is a reference field and does not have any 
systematic impact. 

Mandatory - If the event is mandatory. This is a reference field and does not have any 
systematic impact. 

Recurring - If the event is to happen once or repeat regularly. 

Days - Combines with the Recurring flag – how many days are to pass before this event 
recurs? When you save a Driver Event in Driver Event Entry, a new Event will be created due in 
this many days. If a future one already exists it will change the due date to align it with the 
recurring days provided there is no actual date against that event yet. 

Description - Automatically displays the description of the selected Event Type Code. 

Timescale - How long you want this event to last before it goes overdue and must be retaken. 
This is applied per driver Event Date. 

Overdue Score - When the event goes overdue it defaults to this score (this will also multiply 
with the Event Rank). 

Driver Group - This is the Driver Group that the adjacent Mandatory/Recurring flag applies to. 
Populate if you want the Event to be mandatory or recurring to a specific driver group. If blank it 
will apply globally. 

Basis - Set to Absolute or Relative. Set Absolute if you want the recurring date to be fixed to 
what the Event Date is in Driver Event Entry, and Relative if you want the recurring date to 
calculate from what the Actual Date is in Driver Event Entry. 

Situation/Impact -The description of the scores available for this Event. 

Score - The scoring value of the Situation/Event. These multiply with the Event Rank. 

RAG - The color associated with each result (Red/Amber/Green). You can use each color more 
than once or not at all. 

Disabled - If you want the Situation/Impact to be unavailable for future selection. 
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Driver Event Items 
This is where you set up specific elements associated with an Event Type. They act as 
additional fields of reference to be entered with an Event score. 

Navigate to Item Master Definition to create the items. They are then linked to the event type at 
the frame in the next section. You can define here if the Items are mandatory, require a 
validated value, define those validated values and set a default value. 
 

 

1. Change the Type dropdown to Driver Event. 
2. Select an empty space under Item and enter the item description. 
3. Select if it is a Character, Number or Date Type value. 
4. Select if it is mandatory or not. 
5. Select if it is validated or not. 

• If it is validated, then select the column that appears underneath and 
enter the values for selection. 

6. If there is to be a default value for the item, enter it here. 
7. Use the final column to denote if it is disabled or not. 
8. SAVE. 

Then navigate to Driver Event Items. This is where you link the items to the particular Event 
Types. An event item can appear on multiple Event Types. 
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1. Enter the Event Class. 
2. Enter the Event Type. 
3. Double-click a blank row in the grid to bring up the LOV and select the item 

to link. 
4. Select SAVE. 
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Entering & Viewing Driver Events 

Driver Event Entry 
This is where you complete an event record for a driver. This frame has three forms of validation 
to a particular event entry, Driver Number, Event Type and Event Date. 

 

1. Enter the Driver No. This displays the Name and driver Status. 
2. Enter the Event Type. This displays the description, Rank and Class details. 
3. Enter the Event Date. This is the date the Event is scheduled to take place. 
4. Enter the Actual Date. This is the date the Event actually took place. It can 

be the same as the Event Date or it can be different. 
5. Enter the Expiry Date. This is when the Event will expire and potentially 

need to be retaken. 
6. The following information is not mandatory: 

a. Enter the Event Detail. This is a free form field for details on the 
Event. 

b. Enter the Event Location. This is where the Event took place. 
c. Enter a Reference. This can be a reference number associated with 

this Event/Driver/Date. 
d. Enter comments. These could be supporting the Result or additional 

information that needs to be recorded. 
e. Enter a Result. This could be PASS or FAIL. Alternatively the Event 

could not have a definable result and just have a score. 
7. Enter the Situation. This is the Event result. This determines the numerical 

result, color and calculate the Score based on what the Event Rank is. 
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8. If there are Event Items these display. Enter these as appropriate. 

 
9. Enter Notes at the bottom for any additional notes. 
10. After completed select SAVE. 
11. If the event is recurring then a future Driver Event generates depending on 

the configuration in Driver Event Risk Management. If there is already a 
future event existing then it will reschedule to align with the recurring days 
provided there is no Actual Date set against that future event yet. 

Driver Event Query 
Navigate to Driver Event Query. From here you can view all of the Event entries for Drivers and 
Dates. You can enter details to make the query specific to Driver Departments, Drivers, Event 
Classes, Event Types, or you can do a blanket search for everything in a date range. A date 
range is mandatory to do a search. 

 

1. Enter the information you want to search on. 
2. Enter a Start and End date and select from the dropdown which date you are 

searching against. 

 
3. Select Retrieve to bring back results. 
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4. You can select the blue hyperlinked dates to bring up the Driver Event Entry 
record. From there you can review or make changes. 

5. The RAG (Red, Amber, Green) color determines if the event is overdue or 
not. 

RAG Logic 
Non-Completed Events: 

– Event Date is 1 day or more in the past – RED 

– Event Date is < = System Flag 5360 value – AMBER 

– Event Date is > = System Flag 5360 value – GREEN 

Completed Events: 

– Result score entered on Driver Event Entry when entering actual date determines color.  

Department Event Query 
This frame list (by department) the event types, classes and rank, the number of drivers, 
average score and total score. 

The Department hyperlinks open the Driver Event Query frame with the information for that 
event. From there, you can select the Event Date hyperlink to open the Driver Event Entry 
frame.  
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Department Driver Scores Query 
Department Driver Scores Query is a frame that allows for reporting by department, lists each 
driver in a particular department, how many events have been completed, missed, the total 
score and the average score per event. 

This information is basically aggregated Driver Event data from previous entries on the Driver 
Event Entry frame. It allows you to view the data a high level and then drill down to specific 
events if necessary. 

The Driver No. field is a hyperlink that opens the Driver Event Query frame with the events 
loaded for that specific driver.  
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Notifications 
There are three driver notifications available on the Notification Manager frame:   

1. DRIVER EVENT APPROACHING EXPIRY  
2. DRIVER EVENT EXPIRED  
3. DRIVER EVENT-HIGH RISK 
 
Driver Event Approaching Expiry 

• Event Type must have Pre-Expiry Notification checkbox selected. 

• Frequency option will be evaluated along with current date. 

Driver Event Expired 

• Email triggered once event passes expiry date. 

Driver Event High Risk 

• Generated when event turns R through either being past the Event Date or by being 
assigned a scenario score that results in R upon completion. 

Training Coordinator Setup 

• Define department item on TRAINING COORDINATOR item master. 

• Assign a value to that item on Department Items frame on a department basis. 

• That email address will be tied to the Employee/Driver Main record department value. 

System Flag 5498 

• When set to N, Driver Events with an expiry date in the past that do not have an actual 
date populated will still send a High Risk notification when set up to do so, as well as an 
expiry notification, if set up to do so. 

• When set to Y, If an event has no Actual Date and its expiry date is in the past, do not 
send the High Risk Notification on the initial entry, only send the High Risk notification 
when the Situation is set up for a score that is a RED value. This will cause High Risk 
notifications to only be sent when a user chooses a Situation that is setup as RED by 
using the Driver Event Risk Management frame. 
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Driver Event Approaching Expiry 

 

Up to four email addresses can receive emails if a driver event is about to expire: Driver 
Department Email, Driver Email, Employee Supervisor Email and Training Coordinator. In order 
to use Training Coordinator as an email recipient, a TRAINING COORDINATOR department 
item must be set up. The event will be looking at the Expiry Date on DRIVER EVENT ENTRY to 
be less than whatever frequency is chosen as well as no Actual Date on DRIVER EVENT 
ENTRY. 

In order to use this notification, some flags must be set on the Driver Event Types frame. 

 

For each event class and event type, a pre-expiry notification can be sent based on the 
frequency selected. The user would need to select the checkbox for Pre-Expiry Notification and 
select the frequency of either 1 week, 2 weeks, 1 month or 2 months. 



Driver Event Calendar (Year)  

Page 29 of 30 Driver Management - Quick Guide 
Version 24.x 

Driver Event Calendar (Year) 

 
 
Driver Event Calendar (Monthly) 

 

 

 

 

 

 



Updates  

Page 30 of 30 Driver Management - Quick Guide 
Version 24.x 

Updates 
 

Release Section Description 

23.2 All sections Applied miscellaneous writing style updates 
throughout the document. 
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