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TreeKeeper7.5 Manual

Introduction

Equipment
Requirements

Davey Resource Group

Davey Resource Group, a division of The Davey Tree Expert
Company, designed TreeKeeper®7 tree management
software for today® urban forester and land manager. This
unique system uses the Internet for effective urban forestry
management.

TK7.5 provides you with immediate access to your tree
information. Whether you are just starting to inventory trees
or have a comprehensive forest management program in
place, TK7.5 helps you prioritize, track and schedule
maintenance, prepare and justify budgets, monitor tree
conditions and respond to residents@nquiries.

TreeKeeper 7.5 utilizes a built-in mapping component that
allows the user to view the TK7 data through a mapping
component in an internet browser.

The mapping component in TK7.5 allows tree sites to be
located visually. The tree points that are displayed on the
map are directly tied to TreeKeeper allowing faster
searching, while also allowing easy updating of geographic
information, through the use of numerous interface buttons.

TreeKeeper®7 is a secure site; and is available 24 hours a
day, 7 days a week from any operating system in the world.

TK7.5 is a client/server-based program that resides on the
DRG server and can be operated by the client over the
Internet (Internet version), or it can be installed onto the
client's owned network servers (Network version). The
technical requirements for both are outlined below:

Hardware Required — Client Server/Network Version:

To install TK7.5 onto the client intranet server, we
recommend that the one of the following be available:

1. Pentium with 800 MHZ+ speed, 512 MB+ memory,
1024 K+ cache, Windows 2000 server with 1IS 5.0
web server, Cold Fusion 4.5 Server Professional
(included in our application package) or
Enterprise. LAN connection for Intranet or LAN+T1
connection for Internet.



TreeKeeper7.5 Manual

Davey Resource Group

2.

Clients:

Pentium with 800 MHZ+ speed, 512 MB+ memory,
1024 K+ cache, Windows NT server with IIS 4.0
web server, Cold Fusion 4.5 Server Professional
(included in our application package) or
Enterprise. LAN connection for Intranet or LAN+T1
connection for Internet.

Pentium with 800 MHZ+ speed, 512 MB+ memory,
512 K+ cache, Windows 98 server with personal
web server, Cold Fusion 4.5 Server Professional
(included in our application package) or
Enterprise. LAN connection for Intranet (it is not
recommended to use Windows 98 for Internet web
server).

Required:

-Internet Explorer version 5.0 or greater
-Cookies enabled from TK7.5
Recommended:

-Java

-Internet email
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Accessing TK7.5

Logging In

Davey Resource Group

The TK7.5 Administrator provides each user with a User ID
(user name) and a password. Your User ID and Password
are for your exclusive use so be careful not to leave this
sensitive information in a public place. If you forget your
password, contact TK7.5 Help or your Administrator and you
will be issued a new one.

For TK7.5 Subscription, it is accessed from the following
web address: www.treekeeperonline.com/fko/clientname/

Where the Client Name is the ‘keyword’ for that client. For
example, Cleveland, Ohio would be:
www.treekeeperonline.com/fko/cleveland

For TreeKeeper 7.5 Network, you will need to contact your
system administrator for the address.

For TreeKeeper 7.5 Standalone, try http://127.0.0.1/tk7 at
the computer TK 7.5 is installed on.

When you go to that address, you will first see the TK7.5
sign in page.

Please Sign In

Fleage enter your nsernarne:

Please enter your password:

Login

Enter your User ID and Password in the boxes provided,
click on to access the Main Menu. You have now
entered TK7.5.
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Logging
Out

Davey Resource Group

Remember you must enter your User ID and Password
correctly, otherwise, you will receive an error message and
you will be denied access to TK7.5.

To logout of TK7.5, click on the EEEZ link on the navigation
toolbar.

For security purposes, it is important to logout of TK7.5 after
you have finished working. This assures that access to
TK7.5 will be limited to its approved users. For similar
reasons, it is recommended that users log out of TK7.5 when
leaving their workstations.
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Administrator Functions

Administering
The Account

Administration
Functions

Davey Resource Group

A “TK7.5 Administrator” is any person who has been
assigned the responsibility of maintaining the data. TK7.5 is
equipped to handle at least one administrative account.
Logging on as the administrator allows you to manipulate the
systems main functions. Administrators can:

Create other administrator accounts

Create standard users@ccounts

Create special limited accounts

Add, edit and delete items from the supplemental data
of the database

Have all the privileges of a typical ‘edit’ user

From the Administration Center, the Administrator of the
account manages all of the information contained within the
TK7.5 system.

To access a function, click on a Function in the
Administration Center Menu.

Examples of administration follow. Features, attributes, and
any other variable in your customized TK7.5 database would
be managed in a similar fashion.

Are you deep in use of the software, and you would like to get back
to the administration center? Try clicking the ‘go’ button next to
your address bar and you will be taken to the administration center!

Administration Center

Account Management




TreeKeeper7.5 Manual

Login This screen will appear when you click on Logins:

To enter a new user into the system, select Add Login. The

following screen will appear:

Add Users

Ask the User if
he/she prefers to
view the trees by
botanical or
common name.

Davey Resource Group
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Security
Levels

Delete a
User

Davey Resource Group

Fill in all of the following information:

Name; UserName; Password; choose the Security Level,
Check No/Yes for other levels of security for Edit Sites,
View/Edit Calls; View/Edit Work; Run Reports; Email
Address and Password Hint (choose something to help you
recall the password).

To complete the entry, click on the button.

You will be returned to the Administer Logins screen. You
may continue to add other users or return to the
Administration Center to choose another function.

Security Levels are determined by the Administrator. There
are three levels of security: Read, Edit, and Administration.

Read: Ability to view the information, but unable to change
any information. Could be used to share information
with the public.

Edit:  Ability to view, edit, delete, create work records, work
orders and run reports.

Admin: Highest level of security.

To remove a user, select Delete found under the Action
column of the Administer Logins screen. You will be
prompted with the following screen and given the opportunity
to cancel your choice. Click on the button to remove
the user from the system. If you decide not delete the user
select Return to User List — DO NOT click on the delete
button. You can also use the browser back & forward
buttons to return to the previous screen.
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Edit a
User

Restore
a User

Login Logs

View
Login

Davey Resource Group

You CANNOT retrieve ANY deleted information by using the
browser Back & Forward buttons.

To edit a user, select Edit found under the Action column of
the Administer Logins screen. A screen will display that is
similar to the ‘add user’ screen, only you are editing the suer,

not adding a new one. Click on the [Edit User| button to

submit the changes to the user in the system.

After you delete a user, you may decide that you want to put
that user back into the system. Simply click the ‘un-delete’
button in order to do this.

Login Logs, found in the Administration Center, are used by
the Administrator to view the Log by User and/or Date
Range. This gives the administrator a chance to verify that
the system is being used, and who is using the system.




TreeKeeper7.5 Manual

The Username and From/To fields have drop down boxes

Drop for easy selection.
Down

Boxes

User Make your selection, click on and the following
Selection screen will appear. You will be able to view when and how

often a user has been in the program.

Street names are added, edited and deleted from the

Streets Administration Center. If data has been collected, the
database will already contain information.
Add Street Select Streets under Administration Center. The screen

above will appear. Click on Add Street and the following
screen will appear:

Davey Resource Group 9
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Delete
Streets

Restore
Streets

Edit
Streets

Davey Resource Group

Enter the Street Name as you want it to appear in the

database and click on [Add]

Be consistent in entering street names; i.e., use all UPPERCASE or
Sentence Case.

Click on Delete, found under Administer Streets, to remove a
street from the database. You will be prompted with the
following screen. Click on the Delete button to remove the
street.

You will then be returned to the Administer Streets screen.
You will be given an option to restore a street that was
previously deleted when you enter the same street again.

Example: London Drive was added, then deleted, and while
adding it a second time, the following prompt appeared:

When you click the street will be restored to the
street list in the Administer Streets screen.

Select Edit to change a street name. Type in the name, and

click on the button.

10
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Non-Street Non-Street Geography Lists are used for park trees or other
Geography facilities that are non-street locations.
Lists

Within the functions of Non-Street Geography Lists, the
administrator can Edit the Value Name, Delete the
geography level value, or Add to Geography List additional
values to the level that is predefined in the database.

Edit
Values

Select Edit from the action column, and the screen above
will open. The Geographical Level’'s value can be edited in
this view. Select once you have renamed the value
or Return to Geography Name List if you do not want to
submit changes.

Davey Resource Group 11
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Delete
Values

Add
Geography
List

Tree Species

Davey Resource Group

Delete will prompt you with a question, “Are you sure you
want to delete the Area Level named?” Selecting will
remove the level name from the database. Return to
Geography Name List will return you to the Geography Lists
for other choices or use the browser back button.

The Geographical Level is already in the drop-down box.
Select a Level, type in the Location name and select

Submit|. The new Location Name is added to the database.

Tree species are added, edited and deleted from the
Administer Trees menu.

12
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Adding
Tree
Species

Delete
Tree
Species

Davey Resource Group

Click on Add a Tree Species found under Administer Trees
to add a tree species into the database. The following
screen will appear:

Add a new tree species to the database by entering the
Botanical Name, Common Name, URL, Species Rating, and
whether the tree is a palm tree or not in the spaces provided

and click on the button.

It is not required that you provide a URL. The URL is provided to
link the tree species to other helpful information such as photographs or
scientific information regarding diseases that may be common to that
particular species, etc. Davey Resource Group will preload some of the
URL's for you.

The species rating and palm tree fields are for the tree valuation
formulae. Consult your plant appraisal guides to determine the species
rating for your region. A suggested default value is 50.

Species are deleted the same way as other variables within
the TK7.5 system. Select Delete under Administer Trees,
and the following screen will appear. Click on the
button if you are sure you want to delete the species or
select Return to Tree List to cancel Delete.

13
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To change a species choose the species from the
Administer Tree list and click on Edit. If you select Acer
Saccharinum, for example, the following screen will appear:

Edit
Tree
Species

You can change the Botanical name, Common name, URL,
Species Rating and Palm Tree Status here. Once you have
finished, click on the button and the database will
automatically update the record. You will be returned to the
Administer Tree screen.

Davey Resource Group 14
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Attribute When you select Attribute Lists and the database consists of

: more than one facility type, the first screen will prompt you to

Lists choose a facility. Select the facility type and click on
Submit|

Attributes are tree characteristics such as Species, DBH,
Condition, etc., or other non-tree characteristics. Some
attributes are of type list. The Attribute Lists is where the
potential list values are maintained. These values are a
description of the Attribute collected. For example, DBH
values are 1-3”, 7-12”, 13-18", etc. The Administrator can
edit, delete or add Attribute Values (see below).

Select an Attribute; click to open its values (below is
an example of the attribute list for Condition).

Davey Resource Group 15
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Edit an
Attribute
Value

Davey Resource Group

Let's take a moment to discuss what some of these columns
mean:

Value: The description that will be displayed in the pick list

Rating: The value that will be used in tree valuation
formulae. Only certain attributes have this field (DBH,
Height, Condition, and LocRating). So, excellent trees will
be rated at 90%.

Order: This is how the list will be sorted. Take note that the
condition list displayed above, if alphabetized would not be
in a logical order. This order value makes the software more
flexible to future changes by our clients.

From this screen, you can click ‘edit’ to change an item in
the list.

16
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Click to change the database. For example, we
could change the rating from ‘60’ to a more conservative
‘60’. An Attribute Value can also be deleted in the same
fashion.

If a value was collected during an inventory, do not delete it or
valuable data will be lost. This feature should be used to
correct/delete new value fields, not fields that are already
populated.

call Reasons for calls, found in Administer Call Reasons, are
entered and managed through the Administration Center.
Click on Call Reasons in the Administration Center. The
following screen appears:

Reasons

Add a Call This function allows you to add, edit or delete Call Reasons

Reason from the database. Click on Add A Call Reason in the
Administer Call Reasons, type in the Call Reason and click
to automatically update the database.

Davey Resource Group 17
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Edit and To Edit or Delete a Reason, make a selection. The following
Delete Call screen appears, for example, if you click on Edit to the right
Reasons of the Call Reason “Fallen Tree”:

For example, you might want to change “Fallen Tree” to
“Downed Tree”, and you could do that here. Make your

change to the Call Reason. Click on to automatically
update the Call Reason List.

If you click on Delete to the right of the Call Reason “Fallen
Tree,” you see this box:

Click on to delete the reason and return to the Call
Reason List to continue. If you don’'t want to delete the
reason, select Return to Call Reason List or use the browser

button.

Davey Resource Group 18
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Call Priorities

Add Call
Priorities

Edit Call
Priorities

Delete
Call
Priorities

Davey Resource Group

Call Priorities, found in the Administration Center, are added,
edited and deleted through the Administer Call Priorities
menu.

Add Call Priorities by selecting Add A Call Priority (the
following screen appears). Type in the Call Priority, click on
and you will be returned to the Administer Call Priorities
list.

To edit Call Priorities, select Edit in the Action column to
update the priority. Re-type the call priority and click on

to continue.

To delete a Call Priority, select Delete in the Action column.
You will be prompted with the question “Are you sure you
want to delete the call priority?” Select to continue
with the deletion or select Return to Call Priority List to return
to the Administer Call Priorities and cancel the delete.

19
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Work Crews Work Crews, found in the Administration Center, are added,
edited and deleted through the Administer Work Crews menu.

Add Work Add Work Crews by selecting Add Work Crew (the following

Crew screen appears). Type in the Work Crew and Hourly Rate,
click on and you will be returned to the Administer
Work Crews list.

Edit Work To edit Work Crews, select Edit in the Action column to the
Crews right of the crew you want to edit. Make your changes and
click on to continue.

Delete To delete a Work Crew, select Delete in the Action column.
Work You will be prompted with the question “Are you sure you
Crews want to delete the work crew?” Select to continue

with the deletion or select Return to Work Crew List to return
to the Administer Work Crews.

Davey Resource Group 20
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Work Types

Add Work
Types

Edit Work
Types

Delete
Work
Types

Davey Resource Group

Work Types, found in the Administration Center, are added,
edited and deleted through the Administer Work Types
menu.

You can make additions by selecting Add Work Types (the
following screen appears). Type in the new Work Type, click
- you will be returned to the Administer Work Types
list.

To Edit Work Types, select Edit found in the Action column
to update the work type. Make your changes, and click on

to continue.

To delete a Work Type, select Delete in the Action column.
You will be prompted with the question “Are you sure you
want to delete the work type?” Select to continue
with the deletion or select Return to Work Type List to return
to the Administer Work Types.

21
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Archiving

Pre-Set
Display
Column

Davey Resource Group

TK7.5 currently has the ability to archive modification history.
Administrators can turn archiving data on/off when setting
their systems preferences by selecting Turn Archiving Off
(Currently on) / Turn Archiving On (Currently off). The
original data when archiving is stored in another table.
Further discussion on the Archiving function is found under
Sites, View Site.

Archiving will grab a snapshot of any site you typically edit;
however archiving does NOT work with the Global Edit tool.
Any global edits will not be archived.

TK7.5 currently has the ability to pre-set display columns for
the site matches screen. Administrators can turn the pre-set
on/off when setting their systems preferences by selecting
Turn Off (Currently on). When the pre-set is ‘off’, the Site
Matches screen will automatically display with the columns
chosen under the ‘edit’ button. When the preset is ‘on’, the
user will be given an opportunity to customize which
columns are displayed before displaying the site matches.
The columns that are displayed can be edited by selecting
Edit.

The administrator can decide which of the Location levels
and Attributes they would like to be seen on site matching
screens, by checking the appropriate boxes. The screen
below is an example of what can be turned on/off.

22
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Set
Document
Link

Davey Resource Group

The checked boxes are the columns that will be displayed on a
site matches screen (or default checked when the pre-set is
turned on). Don't get carried away! The more columns you
have checked, the more horizontal scrolling you will need to do
on a site matches screen.

The Work Order Fields will be what are pre-selected for you
when you go to the printable work order screen.

TK7.5 also has the ability to associate documents (for
example: Word files, Excel spreadsheets, images, .pdf files)
with a tree site. This link is used to retrieve documents
associated with a specific site. Documents can be retrieved
through the Find Site link (discussed further in the User’'s
section of this manual). Administrators can turn this feature
on/off when setting their systems preferences by selecting
Turn Off (Currently on).

23
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Pre-Select
Streets

Sorting Street
List,
Geographical
List, Attribute
List, etc

Davey Resource Group

For convenience in moving through the database quickly, the
option to pre-select streets is available. What this means is
that you can select to preload the ‘find sites’ screen with all
of the streets at one time or preload only certain streets by
selecting Pre-Select Streets (currently off) / Turn Street pre-
selection off (currently on). The following screen does not
appear next, but will appear when you want to view sites.
However, this will explain what you will be viewing when you
select Pre-Select Streets. TK7.5 has improved the time it
takes to load a street list on the find sites, screen, so it is
possible you will not need this feature. But for some of our
larger clients, it may still be necessary.

If you pre-select streets for a find sites screen, and set no
criteria at the find sites screen, the query will return all trees in
the database, not just the ones you pre-selected!

This is a function that should be run periodically by the end
user. It will sort the attribute lists in the system so that they
appear in alphabetical order when you are using TK7. If this
feature is not used, it will not affect the software, but the user
experience will be lessoned, because these lists will be
sorted by ‘order entered’, making it confusing to the user
when adding data.

24
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User Functions

Logging In

Davey Resource Group

TK7.5 can be accessed from the following web address:

http://www.treekeeperonline.com/fko/ClientName

Where the Client Name is the ‘keyword’ for that client, for
example, Cleveland, Ohio would be:

www.treekeeperonline.com/fko/cleveland

Select enter after you have typed the address. This will take
you to the TK7.5 sign in page. When the following Sign In
page appears, type in your username and password, and

click on .

If you forget your password, you can click a link to retrieve a hint
that was stored earlier. If the password hint isn’'t enough, you
can request that your username/password be emailed to you.

If your TK7 has more then one type of facility in it, the next
screen that will appear is Select a Facility to Work On. Click
on the radio button next to the facility type and click on

Select]

25
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Welcome
Screen

Navigation
Hyperlinks

Functions

Davey Resource Group

The next screen will list the facility database. Clicking on
“here” will open the database.

The next window is the Welcome screen.

The navigation hyperlinks on the Welcome screen (Sites,
Calls, Work, Reports, Tools, Help and Sampler) will guide
you through the system and will appear on each page for
easy access to the functions (Sites, Calls, etc.) available to
the User. The Sampler link is a common question and
answer document, which will help you answer questions you
might have as you go through the system.

There are five (5) functions for the user of TK7.5: Sites,
Calls, Work, Reports, Tools. To select a function, click on its
hyperlink, the hyperlink color will change from white to yellow
to indicate that you are choosing that function.

26
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Street
Tree Sites

Pre-Select
Streets

Davey Resource Group

Within the sites function, you have the option to Add, Find or
Global Edit (if logged on with administrative access) tree
sites.

We will discuss adding Street Tree Sites using a generic
screen set-up. Remember that your screen will be different
because of the customized attributes you have chosen.
However, the steps that follow will remain the same.

A feature of TK7.5 is the Pre-Select Streets. If this feature is
turned on by the Administrator, the following screen will
appear. Usually when adding tree sites, the user has the
street name, on, to, and from streets information. By pre-
selecting, only the information you wish to Add or Find will
populate the Add/Find drop-down fields, possibly greatly
increasing the speed of the ‘find sites’ screen loading.

27
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The following screen is an example of the dropdown fields
after choosing “A”, “R", and “S”, and then selecting

Site Form|

By selecting (Go to Site Form|, the Add Site form will appear.

Note: If you are a user, and the screen above does not appear,
and you want this option made available to you, please notify
your administrator.

To add a new site into TreeKeeper, click the # button on the
integrated map and left mouse click on the desired area to
add the new site. Once the area has been determined the
“Add a Site” screen will be displayed in the TreeKeeper
interface.

Add Site
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When adding a new site through the map, the X and Y
coordinates will automatically be assigned for you. These are
the coordinates of the point selected for the new tree site.

Once the new site has been added into TreeKeeper, the map will
immediately display the new site.

To add a new site, you must fill in Address, Street, OnStreet,
ToStreet, FromStreet and Side. Suffix (can be used to
further locate the site) A site number should be assigned to

identify the Street Tree. Click on Add Site|.

Note: Often, the suffix is also used to denote ‘ficticious’
addresses during a tree inventory. Ficticious addresses will be
marked with an ‘X’ in the suffix field.

When setting any date field in TK7.5, the user can either fill
out the 3 date fields, or click the calendar button, and a pop-
up calendar will display, allowing the user to simply click on
the date they want.

To further add supplemental information (example, a work
record) to the Tree Site you have just added, select

View New Site|. If you are certain the information is correct,
and you want to add another site, click on another point on
the integrated map where another site needs to be added.
You will be returned to a blank Add Site screen, with one
exception. The buttons illustrated below will be displayed at
the top of the add site screen.
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To rapidly add sites, click the Auto Fill button. This will fill all
the attributes with a copy of the data you added a step
before! This makes adding sites very quick, since you will
typically only need to change a couple fields (for example,
species, site number, DBH, etc) from site to site when you
are adding sites. Block side information, and site description
fields (such as utilities) will most likely stay the same from
site to site, so you won't need to reset this information!

Note: The ‘Auto Fill' button will fill in what ever information you
had just added or viewed most recently! This means if you want
to add a tree site, you should do a find first, view the closest site
to the location that you are adding, and add a new site through
using the mapping to bring up a blank add site screen that you
can click the ‘Auto Fill’ button to fill quickly.

Inventory Date is a customized label; however, the field is
standard. Species and Comments are standard fields and
will appear on all facilities that are tracking trees.

If you click on without filling in the required

information you will receive the following message:

Select [OK] and you will be returned to the Add Site screen to
complete the entry.

Note: Blockside information is important! Not only does it take
advantage of many of the features of TK7, but it makes for future
upgrades or data migration much more successful.

Once a new site is added into TreeKeeper 7.5, a screen
showing all of the site’s information is displayed.
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Selecting iew New Site| allows you to Edit, Delete, Add,
Call, Call History, Work, Work History, and Document from
this screen.

Note that when you visit a screen and come back, the link color
will change to track your visits.

If you select Edit, you have the opportunity to change the
information. The following buttons will prompt you to the
next step:

If you choose |View Updated Site], you will go back to the
View Site Screen above with your new changes. Selecting

Update Site| will update the information and return you to

the Street Trees Sites screen.

If you click on Delete in the View Site Screen, prior to the
record being deleted from the database, you will be
prompted with the following screen; select OK or Cancel.
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You cannot restore data by using the Back/Forward buttons on
the browser once the information is deleted.

Click on Add a Street Tree Site in the View Site Screen to
continue to add records to the database.

Click on Call in the View Site Screen to add a caller. This
will be discussed further in Calls.

Click on Call History to view calls that have been logged
previously.

Click on Work to add work to a new site. This will be
discussed further in Work.

Click on Work History to find work that has been completed
on this site.

Click on Document to find documents that are linked to this
site.

To move a tree site to a new location the tree site you must
be viewing the site in the TreeKeeper interface. Click on the

2 button and drag the site to the desired location. After the
location has been determined the system will prompt the

user if they would like to move this tree site. Select

to move the tree site to its new location or select to
keep the tree site in its original location.
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When you select Find, the screen on the next page will
open. Select the site information that you want to find, press

the Enter key on your keyboard or click on [Find Site| at the
top or at the end of the form. The information that matches
the criteria will appear in the next window.

If you want all sites displayed on the next screen, click on

Find All Site[ button and all sites will appear.

The Find site screen presented below is throughout the
program. It is how you filter the database for particular sites.
If you want to run a report or query on all the sites in the
database, simply set no criteria in the find sites screen, and
click the find site button. To set criteria, simply set the
values in each field you want to search on. If you don’t set
any values in a given field, then the results will not be filtered
by that field. For example, to find all the Red Maples simply
highlight the Red Maple entry in the species list.

Find Site will only display the first 100 matches of your criteria.
Find All Sites will display all the matches. So, if your criteria is
really generalized, the results screen may take considerable time
to load if you choose the ‘Find All Sites’ option.
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You can do a multi-select within a single field by mouse clicking
on item in the list and then holding the ‘shift’ key when selecting
another value in the list (to grab a range of values), or holding
the ‘ctrl’ key when selecting another item in the list (to just grab
that one additional item).

Note that the columns displayed in the site matches screen can
be modified in the Pre-Set Display Column menu in the
Administration Center.

TreeKeeper 7.5 automatically selects tree sites in the map after
a search for tree sites has been conducted. The Tree sites that
match the criteria for the search will be displayed in the
TreeKeeper interface and will be colored red on the map. All
other sites, sites that did not match the search criteria, will be
colored green and will not appear in the TreeKeeper interface.

When the Site Matches appear, the Action links for the site
are activated for View, Call, CallH, Work, WorkH and Doc.
You may also click on the % button to mark the tree on the
integrated mapping component.

Clicking the Qbutton on the mapping component will cause
the map to automatically zoom in or out to show the entire
set of selected sites from TreeKeeper on the map. All of the
selected tree sites from the TreeKeeper interface will be
viewable on the map while some sites that have not been
selected may not appear on the map once this button is
selected. To view the non selected tree sites zoom out of
the map.

TreeKeeper 7.5 will automatically map the selected tree sites in
the map after a search for tree sites has been conducted. The
Tree sites that match the criteria for the search will be displayed
in the TreeKeeper interface and will be colored red on the map.
All other sites, sites that did not match the search criteria, will be
colored green and will not appear in the TreeKeeper interface.

To find a single site in TreeKeeper using the integrated
mapping component click the & button. Then left mouse
click and hold the mouse button down. Next drag a box
around the area on the map that you wish to zoom into.
Once the mouse button is released, the map will
automatically zoom into the specified area allowing the user
to select a site and view its information by clicking on the €¥
button.

34



TreeKeeper7.5 Manual

Shortcut to
adding multiple
work records.

Davey Resource Group

To zoom out to view a larger portion of the map, than when
zoomed in click the®= button. Next left mouse click once on
the map. The map will then zoom out one level and will
center the map to the point clicked.

To zoom back to the last level viewed on the map after
zooming in or out, click the & putton.

It is also possible to find multiple sites via the TreeKeeper 7
integrated mapping component. Click the % button and hold
the left mouse button down and drag a rectangle around the
trees that are to be selected. Once the box is drawn the
trees are automatically selected and displayed in the
TreeKeeper interface on a site matches screen.

The selected trees will turn to red on the map while the trees
that have not been selected will remain green.

To deselect trees from the mapping component click the B
button. This will allow the user to deselect trees on the map
by holding the left mouse button down and dragging a
rectangle around the trees that are to be deselected. Once
the box is drawn the trees are automatically deselected and
only the remaining selected trees are displayed in the
TreeKeeper interface on a site matches screen.

The trees that are still selected will remain red on the map
while the trees that have been deselected will turn green.

You can add records from the Site Matches screen to work

by selecting the sites individually or [Select Alll and select

)Add all records to work|.
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Select the information from the drop down boxes and
Submit]. This will take you to the following screen:

The system is set up so that you can continue to work from
here using the links above for adding/finding work records or
adding/finding work orders. These functions will be
discussed in detail in Work Records and Work Orders.
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Archives If you select View, the screen that follows will allow you to
view the archived files on that particular site by selecting
Archives.

When a site has history in the database, the Archives link
will appear at the bottom of the screen. Select the archives
link and a View Archived Site window will open. The window
will open the last changed record, and you can select
Previous to view records changed prior to the last one.

When you select previous, the option to [Close Window] or
Next, are the next options. Since this is merely an archive of
data, data can not be altered in this window; it is a view only
feature.
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Click on Doc to find documents that are linked to a particular
site. Once the Document Listing screen is open you will see
a listing of every document associated with a site. Next to
each listed document will be a thumbnail showing the type of
document as well as a preview picture. (Previews will either
be the application that the document was created in such as
Microsoft Word, or it will be a small photo if the document
was a picture.

From this screen you may View, Rename, Download or
Delete the document, or you may Upload File for This Site.

Document storage is limited to 20MB when purchasing the
systems. Additional MB for storage can be purchased by contacting
your sale representative.

Available space will be tracked automatically at the bottom
the Documents Listing you will see ‘Total uploaded file size
0.161 MB out of 20.0 MB’. When you upload a file, the
system will subtract from the total left, and when files are
deleted, space will be added.

View a document by clicking on the document’s thumbnail.
If it is an internet friendly file it will load in the web browser.

Rename a document by clicking on the button. A
document name has a maximum of 12 characters, including
the document extension.
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Download a document by viewing the file. If the file is not an

internet friendly picture the system will allow the opening or
saving of the file.

Select the button and save the file to the hard drive
on the computer.

If the file is an internet friendly picture view the document
and save the document by going to the “File” menu in
Internet Explorer. From the “File” menu select “Save As”
and save the file to the hard drive on the computer.

The next window will prompt you to save the document to a
location on your PC (see next page).
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Delete a document by clicking on the X button next to the
document to be discarded. The system will then prompt you
if the deletion should proceed or if it should be cancelled.

Select to delete the document or select to
abort the deletion.

Upload File for This Site: Type in the file name or Browse to
find the document to be uploaded. Once the file origination
has been determined select [Upload Files|.
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Calls Calls can be recorded through Sites or Calls. When you are
in the sites function and you select Enter a Call, the site
information is automatically filled in. However, if you record
the call through the function Calls you will need to select a
caller and a site.

When you enter Calls through the hyperlink, the following
screen will open, which will allow you to add or find a Call.

Add Call

Caller must be specified.

Site is automatically selected
through View Site or View
Updated Site.

A Caller must be specified to proceed with entering a Call.
When you click on Select a Caller, there are two options:
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1. Enter the information in the form below, include
First and Last Name, Address, and at least one
telephone number, select to enter the new
caller.

2. Select an existing Caller by selecting .

Select Find to locate an
existing Caller or Select
Add to enter a new Caller.

Select [Find], and the screen titled Caller Matches will open.
Select from the existing list by clicking next to the Caller, and

then click on [Select].

When you have the caller on the phone, it is recommended that
you enter their Last Name and click ‘Find’ to see if they have called
before. If their information does not display in the matching
screen, simply click ‘Back’ button on your Browser and fill out the
rest of the information.
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By selecting a Caller from the list, the information will
transfer to the Add a Call form.

At the caller matching screen, you can do a couple extra
things, including:

View: You can view the call history for that
caller
Edit; You can edit caller information. Please

note that this will edit the caller
information everywhere, even on
historical records.

Delete: You can also delete erroneously entered
caller information (just in case you
accidentally added the same caller
twice!)

Select a Site. From Sites, the location will automatically be
displayed, and you will have the option to select another site.

When entering a call from Calls, clicking on Select a Site will
open the Find Site window. Type in the address, and the Site
Match screen will open. When there are more than one at
the address, all the sites will be listed in Site Matches. Select
the appropriate match; click in the radio button. Click on the

Select Site]

Once the Caller and Site are selected, enter the Reason,
Priority, Date, Call Taken By and Comments fields. These
fields are determined by the Administrator and are contained
in drop down fields for data entry. You can enter up to 255
characters in the Comments field.
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Once site information appears, the options View This Site,
Select New Site, Find Work at this Site are available to the

user. View this Site will open an additional window so the
user can view the site information.

This is a pop-up window and will go behind the active window
once you click back on the active window. You can still view the
site by going to the task bar and clicking on the bar.
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If work has been entered previously for this site, the option to
Find Work at this Site is available. You may also select a
new site from the Caller window.
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When entering the call, as in previous screens, you have two
options:

1. |Log Call| will allow you to enter additional calls with
no previously selected callers or sites. It will clear
the screen for new entries.

2. gives you additional options:

a. Log Calll - returns you to adding additional
records;

b. Delete Call| — clears the entry;

c. Add Work Record — allows you to create a
work record for the call that is placed.

It is recommended that when you add a call, you take a
moment to add an ‘inspection’ work record for the site,
making it easier for the inspector to respond to calls.
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When the user clicks the ‘Find Calls’ button under the calls
menu, the screen below is displayed:

The user can set any of the fields, and click ‘Find Call’ to
display a call log. For example, if the user selects a caller,
and then hits Find Call, the results will display as illustrated

below:

This system is flexible. If the user had selected a site,
then the matching calls would have been what Ms. Potter
called about in relation to that selected site. If you set the
call reason to ‘Emergency’ then the results would be what
Ms. Potter called about with a reason of ‘Emergency’. Any
combination of this searching criterion can be used! Try it!
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Multiple sites can be selected for one caller. Click on Multiple
sites for one call in the Calls menu and the next screen will
open:

Select a Caller — add a new caller or find an existing caller.
Once the caller has been identified, the screen above will
appear again with the name and address of the caller filled
in. Fill in the drop down boxes and make any comments for

the entry and [Submit|. The Find Site screen will open, set

your criteria and click on [Find Site).

The sites matches screen will appear. At this point you can
check the boxes to add only the ones you want to add to the
call.

Create calls for each selected record| takes you to the
New work record for selected sites screen. To create the
new work record for the selected sites, use the dropdown

fields and (first screen below).
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When you submit the information the screen below will allow
you to create a Work Order or append these records to an
already existing Work Order. If you do not want to create a
Work Order at this time, use the explorer back arrow or use
the navigation buttons to move on to another task.

To create a Work Order, enter a number. You can also
append these work records to a previously created work
order by selecting from existing Work Orders and [Submit]. If
you want to automatically assign a number, you only need to
select [Submit, and the system will assign an automated
number. Shown below is the work order that you will see
after clicking the submit button. More information about
work orders will be discussed later in the manual.

49



TreeKeeper7.5 Manual

A sample
work order

Davey Resource Group

This work order was created using the ‘function pipeline’.
Each module of TK7 fed into another module until ultimately
we have created a Work Order for the initial call.
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Before we get started, we need to go over a little
terminology, since all tree management software have their
own distinctive verbiage for work histories.

Work Record: A piece of information that is tied to a given
site and reflects upon what work was performed on a given
date and at a given cost. Please note, any given work
record can have only one associated site (a 1-to-1
relationship). However, a site may have an unlimited
amount of work records (a 1-to-many relationship).

Work Order: A collection of work records. Work Orders are
not required; they are simply a tool to assist a user in
managing work records. Many times, work records will be
related to each other in terms of when they are done, or
what type of work they are, or who is doing the work. You
can take these work records and relate them to each other
by putting them on 1 work order. This makes it easy for a
user to manage a group of work records, because they can
go to just one location to access all of them (the work
order!).

A work order also has the extra potential of possibly
replacing a pre-existing work management system the client
may have.

Requested Status: A work record is of “requested” status
when the work record does not have a scheduled date, and
also does not have a completed date. An example of a work
record that would be of requested status would be an
inspection request that a secretarial position would issue, but
the forester has yet to schedule it to be done.

Scheduled Status: A work record is of “scheduled’ status
when it has a scheduled date, but does not have a
completed date. An example of a work record with
“scheduled” status is an inspection request that the forester
has issued to be performed.

Completed Status: A work record is of “completed” status

when it has a completed date. An example of a work record
with “completed” status is an inspection request that has
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already been performed by the forester, and the results of
which have been entered into the database.

It is strongly recommended that you add work records to a tree site
when you perform work on a tree, thereby maintaining a site history.
Even if you don’'t want to use TK7 to manage the work order aspect,
you can still enter histories. When adding a work record, just mark
the status as ‘completed’ and set the completion date and any notes
you may have. This extra diligence will be worth it when you want
to make use of some of the reports discussed later!

One misconception is that if they complete a work record the site
attribute information will automatically change to reflect these
changes. Unfortunately, in order to maintain the flexibility of the
system and not force clients to use predetermined work types or
make assumptions of what becomes of a site after certain work is
performed, TK7 does not update the attribute information after you
complete a work record. It is still up to the user to make these
changes to the site attributes.

Work can be added from Calls or Work. If you directly click
on the work button in the navigation bar, you will see the
window below. From Street Tree Work you can Add Work
Record, Find Work Record, Add Work Order, or Find Work
Orders.

When you select Add Work Record, you be presented with
an empty work record form. Clicking on Select a Site will
take you to the Find Site screen. Once you have found a
site, click on the work selection. Type in the site you are
searching for and the Add a Work Record screen will open
again with the site information. When you are returned to
the Add a Work Record Screen you now have the option to
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Select a New Site or View this Site. When you select view
this site, view window will open to give you an opportunity to
view the site information.

Continue to fill in the form by using the drop-down fields that
have been defined by the Administrator. Make your
selections and either select |Add Work Record| or View &
IAdd Work Record|.

Sample Drop-
down Fields.

When you enter a work record with status scheduled, it will
automatically set the requested status date for you. If you enter the
work record with completed status, it will automatically set the
scheduled and requested dates for you.

IAdd Work Record| returns you to adding new records.
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View & Add Work Record| gives you additional options:
Add, Edit, Delete and Work Order. You can also View this
Site (again this brings up the view window) or New Work at
Site. By selecting new work at site, you are returned to the
Add Work Record screen to allow you to add additional work
for the same site.

Add, Edit, Delete are functions that allow the user to
manipulate the work record just entered.

You can now create a Work Order from View a Work Record
by selecting Work Order. The screen Select a Work Order
gives you two options: enter a new order or Select Existing
Order.

You may enter characters or numbers when creating a new order.
Orders entered previously will be created and stored in the drop-
down box of existing orders. This list will be sorted most recent to
oldest.
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Characters or Numeric

Click to enter the Work Order and the screen below
will appear:

Click on underscored
words to edit.

Examples found
below.

Click on View to
open the Work

Record.
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Edit — Work Click on Edit Date Scheduled to open the schedule calendar
Order to update the date the work order was scheduled.

Work records themselves actually contain a request date, schedule
date, and completion date. If you schedule a work order, and some
of the work records on that order are of requested status, they will
automatically be moved to ‘scheduled’ status, and their scheduled
date will be set. If the work record already had a schedule date, it
will retain that date.

Complete - Click on Complete Order to open the calendar to add the
Work Order completed date or to re-open the work order.

As with scheduling the order, the completion date fields for the work
records on the work order will be automatically set when you
complete a work order, unless otherwise specified.

Add Records Click on Add More Work Records, which will enable you to
To Work Order  add Work Records to an open Work Order with the following
screen.
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Select the criteria that you want to find or select
IFind Work Records| and the screen below will appear:

Select the Work Records you want to add to the Work Order
by clicking in the box provided (select one or more).
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Then select |Add Records to Work Order]. You will be
returned to the Work Order with the selections added to the
work order.

Make multiple changes to records by selecting the box or
boxes on the Work Order; select the type of change you

want to make (screen below) and click on Update.

When a change is made in a Work Record, the change will
not be made in the Work Order above, i.e. if you change the
status from a Request to a Scheduled date, the Work Order
will not be updated. (See below)
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Click on Delete this Work Order, which will delete the Work
Order. Warning, you do not get a prompt to delete or not.
Also, you are merely deleting the work order. All the work
records will still be in the database.

Click on View to open the Work Record. When the work
record is open, you can edit the information.

Click on Printable Work Order and the window below will
open. Select Site Attributes to print on the work order and

click on.

A sample Work Order formatted for printing is shown below:
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In order to get this work order to print out in the best
formatting as possible, please go to File -> Page Setup in
Internet Explorer, and make sure that all the settings are set
as they are in the picture below:

These are the settings you want to make sure you have.
Size = letter
header = &w&bPage &p of &P
footer = &b&d
Orientation = Portrait
All Margins = 0.25
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When returning to the Work hyperlink menu, the option of
selecting Add Work Order is available. You must identify the
Work Order ID that you want to add records to. You also
need to search the database for work records to associate
with this new work order. Select the criteria fields to add
records to the order by selecting from the drop-down boxes.

The following screen will open with the work record matches
to the criteria you have selected. You are now prompted to
select from the list and add them to the work order. By
selecting [Select All ], all the matches will be added to the
order. You can also select from the list by clicking in the box
next to the record, and select /Add Records to Work Order|.
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Select Record
to add to Work
Order
Take notice that you can associate a work record with two
different work orders!
Finding an Selecting Find Work Orders gives you the capability to find a
Existing Work ~ Work order or several work orders that meet the same
Order criteria. The screen below is a useful feature to limit how
many work orders are placed in the pick list on the following
screen.
Restricted Display work order number with restriction opens the next
View screen, providing you a chance to filter for just work orders

that are requested or scheduled.
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Display work order number without restriction will open the
next screen. Select the criteria from the drop-down boxes
and select [Find Work Orders|. All work orders that meet
the criteria will then appear in a window (same as above, but
without the options to add or select). You can now view
individual orders.

Cost Accounting is linked to the Work Order and is based on
the contract that is set up with the contractor or in-house
crew. At any time, you can edit the contract. Unit Base,
Lump sum, or Hourly accounting is available and will be
calculated accordingly.

To view work records and their associated costs, go to the
Work Hyperlink, click Find Work Record and choose the
criteria for the cost accounting you want to view.
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View Costs
The following example shows the matches for criteria for
Work Type: Removal and Priority: High (you can choose any
criteria for your search).
Matching
Criteria
Edit When looking at the example above, you can see that no
Colst cost has been associated with three of the records. Select

Edit from the column to open the work record. Once the
work record is open, you can type in the dollar amount in the
cost field and [Update Work Record|.
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Note: In order to update the Work Order you must refresh your
search. The calculations will be updated in the refresh. Refresh by
returning to Find a Work Record and selecting your criteria again.

Notice that the Cost associated with first record has been
updated to show costs. The total Costs and Average Cost
have also been updated.

To edit the contract, you must do it through the Work Order.
Select the Work Hyperlink then Find Work Orders. Select a
work order from the drop-down box. You can also search on
the date, status or leave the field blank and select

IFind Work Orders| and all work orders will appear and you
can choose from the list.
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Select Edit Contract. The next screen will open for editing
the contract.

Specify Work
Order
Contract

For example, this contract (Above) has been changed to a
lump sum of $1542 by clicking in the button next to lump
sum and typing in the dollar amount and . (Above)
Below, the $1542 was allocated across all work records.
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These changes will be reflected in the Work Records.
There are 4 systems of cost tracking:

1) None (each work record is assigned no cost)

2) Unit Cost (each work record is assigned this cost)

3) Lump Sum (the total cost is divided evenly into each
work record)

4) Time (if the crew has a rate, it will multiply this time with
the crew rate and associate that value with each work
record)

The comments field, a new feature of TK7.5, allows the user
to enter a brief comment upon closing the work order, which
will be appended to each work record with a leading phrase
‘WO Close’’
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The following is a list of reports that can be created and
printed from TK7.5. Sample reports follow.

Reports are broken down into 3 types:

Pre Formatted: These are reports that the user has no
control over how the results are displayed

User Formatted: These reports that the user can customize
what columns are displayed and in what order they are
displayed.

Custom Reports: Where the user’'s saved layouts are kept
and the tree valuation formulae.

Species Frequency report gives a list of Tree Species and
the count of each species. This report is linked to the sites.
If you select a Species, it will take you to a listing of all the
sites where the species are found. Example below:
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Site locations of the 12 Weeping Figs (Ficus Benjamina)
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Streets A listing of streets with trees can be generated that tells the
With Trees  User how many trees are on any particular street. By clicking
on the hyperlink, the sites at that address will come up.

For example, by clicking on St Louis Dr, the following report
will appear:

There are three tree sites found at 0™ St; you can now use
the Action links found in the Site Matches.
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Work Work Frequency is a list of all the work that has been
Frequency generated. (Below)
Report

If you want to see all of the work records for Pruning, select
pruning from the list to go to the sites that have work records
for pruning. (Below)

Again, flexibility is the key to creating work records lists. The
following screen is used to select criteria for the report. You
can choose any combination from this screen.

Work Reports
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For instance, select the Work Type, Removal and Priority,
High. The following results are displayed.
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Street Block
Information:
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Street Block Information is a report that will group sites by
their block side information, allowing the TK7 user to
generate a report that is somewhat ordered in a ‘real world’
format. When you click on the Street Block Information Link,
you will be presented with a chance to filter the database.
Set your criteria, and click find sites.

You will then be presented with an opportunity to select
particular columns to report on. Notice that the locational
attribute (address, on street, etc.) fields are not selectable.
This is because these fields are automatically included on
the report, due to the nature of the report. After you select
the columns you want to report on, you can either click the
‘Display 100’ button to display just the first 100 matching
records on the next screen, or the ‘Display All' button to
display the entire recordset that matched your initial criteria.
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The results of the report are displayed below:

This report will be sorted by block side (On Street / From
Street / To Street) and all sites that have the same set of
blockside values will be grouped and sorted by Address,
Street, Side, and Site Number.

Site Listing is a report that allows the user to generate a
listing of sites, with the added flexibility of controlling which
columns are displayed, and how these columns are ordered.

When you click on the site listing link, you are brought to a
site matches screen. As always, set the criteria you want to
filter your tree sites by for the report results. In the example
below, we will generate a listing of tree species,
maintenance, and condition. After you click the ‘find sites’
button, you will be presented with the screen below.
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We will just click on the columns that we want to report on.
In this example, ‘species’, ‘Condition’, and ‘Maintenance’
Afterwards, clicking the ‘select’ button will bring up the
screen below.

| am going to set the column order display as species, then
condition, then maintenance. For this example, I'm not
going to set any columns for subtotals. Clicking the ‘Display
All" button will output the report below:
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Let's see what would have happened if | hit the subtotal
buttons, selecting a subtotal on Species and Condition.

Notice that | have subtotals. I'm told that | have 2 Japanese
Maples, 1 of in Fair Condition, and one of Poor Condition.

Also, notice on both reports, there is a ‘Save Layout’ button.
This button is for saving the format of this report, which | can
bring back up by going to Reports  User Created Layouts.

When you save the layout you are not saving the data in the report.
The actual data itself is dynamic, meaning that if the user makes
changes to the database, those changes will reflect when you run a
report with a saved layout.
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Work Listing is a report which is very similar to the site
listing, but incorporates the Work Histories. The generated
report is another listing, allowing the user to control which
columns are displayed, and how these columns are ordered.

When you click on the work listing link, you are brought to a
site matches screen, with one key difference at the bottom of
the screen:

Lets set the criteria to be OnStreet = ‘Naomi Av /N’, and
Work Type to be = ‘Inspection’. I'm hoping to get a listing of
addresses with the date of inspection, the cost of the
inspection, and status of the inspection.

After you click the ‘find sites’ button, you will be presented
with the screen below.
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We will just click on the columns that we want to report on.
In this example, we’ll click: ‘Address’, ‘Status’, and
‘Completed Date’, and ‘Cost’. There after, clicking the
‘select’ button will bring up the screen below.

| am going to set the column order display as address, then
status, then completed date. For this example, I'm not going
to set any columns for subtotals. Clicking the ‘Display All

button will output the report below:
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You may be asking why are their Buena Vista sites when the author
said they were going to run the criteria for Naomi. Its because
those Buena Vista trees are ‘side’ trees with an on street = ‘Naomi’!

Let's see what would have happened if | hit the subtotal
buttons, selecting a subtotal on Status (which makes it
necessary for me to adjust my column order).

Notice that | have subtotals. I'm told that | have 99 records
with status = ‘scheduled’, 4 records that are completed. My
inspectors better get busy, or | better get caught up in my
data entry!

Also, notice on both reports, there is a ‘Save Layout’ button.

This button is for saving the format of this report, which | can
bring back up by going to Reports  User Created Layouts.
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When you save the layout you are not saving the data in the report.
The actual data itself is dynamic, meaning that if the user makes
changes to the database, those changes will reflect when you run a
report with a saved layout.

The purpose of the summary reports is to calculate
percentages or analysis on numeric fields over a group of
data. For example, you could obtain a breakdown for how
many trees in your population fit into a given condition class.
Or, if your DBH field is numeric, then you can obtain the
average DBH of all your EIm Trees.

When you click on the summary reports link, you are
presented with another find sites screen, giving you a
chance to filter the tree inventory for particular tree sites.
You can just click find sites to report on all the data. You will
then be prompted to select the column labels you want to

group by:

For this report, lets choose ‘species’ and ‘condition’. You
then click the ‘select’ button to proceed to the next screen.
This next screen gives me a chance to order the colums.
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We will set the species to 1 and the condition to 2. So, for
my final report, I'll have the species column, and then the
condition column. Clicking the ‘select’ button will bring up
the next screen.

This screen gives you a chance to run analysis for your
numeric fields. If you click one of the select fields, you'll see
this option list:

The report we are creating is going to group all the data on
species and condition. So, the Red Maples in good
condition are going to be grouped as a line item. | can then
do some analysis on the numeric fields in that group of data.
In the example above, that would be only address, site, X-
coord, and Y-coord. Of course, most likely | don’t need to
know what the average address is for a group of trees.
However, if DBH is a number, then it may be useful to know
what the average good conditioned Red maple is.

Average:  Will average all the values that fit into a group.
Maximum: Will give the maximum number in a group.
Minimum:  Will give the minimum number in a group.
Sum: Will give the summation of all the numbers in a

group.

Please also take note of the ‘Descending’ and ‘Alphabet’ sort
options. These will control how the resulting page is sorted.

Descending: Will sort largest count to smallest count
Alphabet: Will sort by the attribute.
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For this example, we will not set any of these fields and will
just click the ‘display 100’ button. This will then bring us to
the actual report itself!

What this report tells me is that 37.02% (or 221 sites) are
N/A conditioned Vacant Sites. As with all the user-formatted
reports, | have a chance to save the layout at the bottom of
the report.

Notice how the report is displayed if | set the ‘alphabet’ sort
order:

Shown below are the results of the report if | just ran it on the
condition column, can you recreate this report?

Hint: When you do the column select described several steps ago,
just select the ‘condition’ column!
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Work The purpose of the work summary reports is similar to the
Summary summary reports except you are only reporting on tree sites
Reports: that have had work done to them.

When you click on the work summary reports link, you are
presented with another find sites screen, giving you a
chance to filter the tree inventory for particular tree sites, or
matching certain work criteria. You can just click find sites to
report on all the data. You will then be prompted to select
the column labels you want to group by:

For this report, lets choose ‘work type’ and‘condition’. You
then click the ‘select’ button to proceed to the next screen.
This next screen gives me a chance to order the colums.
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We will set the work type to 1 and the condition to 2. So, for
my final report, I'll have the work type column, and then the
condition column. Clicking the ‘select’ button will bring up
the next screen.

Just as Summary Reports did, this screen gives you a
chance to run analysis for your numeric fields.

For this example, we will set Cost to ‘average’ and will then
click the ‘select’ button. This will then bring us to the actual
report itself! Focusing on just one part of the report:

What this report tells me is that 15.84% (or 2849 records)
are Fair conditioned Maintenance trims with an average cost
of $19.12.

As with all the user-formatted reports, | have a chance to
save the layout at the bottom of the report.

Shown below are the results of the report if we just ran it on
the worktype column. Can you recreate this report?

Davey Resource Group 84



TreeKeeper7.5 Manual

Using TK7
with Excel

User
Created
Layouts

Davey Resource Group

Hint: When you do the column select described several steps ago,
just select the ‘condition’ column!

Many of these reports can be used with Microsoft excel. You
can screen copy and paste a report into excel to have more
control over the formatting of the data.

In a report results screen, simply use Internet Explorer’s
existing toolbar.

1) Go to Edit  Select All. (Or hold-mouse-click and drag
the rows of the table, highlighting them).

2) Goto Edit Copy

3) Start Excel

4) In Excel, goto Edit Paste

You'll need to clean the data up a little bit, for example, get rid
of the footer if you used ‘Select All'. However, this is a quick
and dirty way to get the TK7 data into another application.

All the user formatted reports give you a chance to save the
layout. When you save the layout, you give the layout a
descriptive name. In order to access this layout, you click on
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Tree
Valuation
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the ‘user created layouts’ under the main screen, to get a list
of all your created layouts.

From this screen, you can re-run any layouts you have
created or delete them from the system.

Tip: Saving the layout opens up another feature for TK7. When
you run a report that you have saved a layout for, at the bottom of
the screen will be a button called “Download to .CSV*” Comma
Separated Value files are very excel friendly. This is a great way to
transfer data into Excel without doing much of the formating work
required with a cut and paste.

Location value is set by the client and their independent
appraiser. The International Society of Arboriculture has a
complete definition of Tree Valuation in “Guide for Plant
Appraisal’”.

Follow these steps to set up a Tree Valuation report:

First, select Tree Valuation from the reports screen.

Second, type in all the variables that are used for the tree
valuation formulae. Some of the values will be defaulted for
you based off of educated guesses by our tree experts. The
only values that you will need to directly set are the
replacement tree cost (how much a typical tree costs from the
nursery) and the installation cost (how much does it cost to
plant that new tree); type in these values (first screen) and
select [Continue >3 The screen that comes up next is
another find sites screen, giving the user the chance to only
run the valuation formulae on a subset of the tree population.
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Sites that match the criteria will be sorted and you may
select any or all of the sites for the report.

Select all Records:| This will select all the records (even
the ones past the defaulted 100 that would appear on a
typical site matches screen) that matched your criteria.

Select one screen:| This will select just the records on the
current screen.

will return the report with the information for the
user.

Note: Tree Valuation is only a valuable tool if you have the
International Society of Arboriculture’s appraisal formula in place. It
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is no substitute for a true appraisal by an ISA-certified arborist.
These results merely act an educated guess for the tree value.

Shown below are the results of a typical tree valuation:

If you run the valuation formulae on all your trees, you may want to
exclude vacant sites (or planting sites). They will evaluate to $0.00,
and probably should be excluded. When you set your find sites
criteria, simply exclude the vacant sites (either using species or
recommended maintenance).

It is possible to add a chart to the reports generated by
TK7.5.

To create a report with a chart included into a report, click on
the on the reports screen.

The Making Charts screen will open allowing the user to
select the chart information as well as setting the criteria for
their report.

To set the chart information; the field to be depicted on the
chart, the output format, and the number of categories to be
displayed, set the appropriate drop down menus located at
the top of the screen.
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After the chart information has been set, select the criteria
for sites to be included in the report. After the chart

information and the site criteria has been set click to
generate the report.

In addition to the site summary report that is normally
generated, a bar chart and a pie chart will be added to the
report.
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Tools is the hyperlink users can use to change the resource
type currently being used they can also change their login
from here.

Tools

Change Resource Type by selecting the button next to the
Facility and Select|. This would be how you change
between park tree and street tree facilities.

Change Login by filling in the blanks and [Update|. This will
allow you to change the login information for the user
account you are logged in as.

Interfaces: Interfaces is the primary way of saving TK7 data
into different formats. The formats you can choose from are:
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1) Office File: .csv file which is readable by Microsoft Excel

2) Penbased: .dbf file which is readable by Microsoft Excel

3) ArcView Files: .shp, .shx, .dbf files which can be loaded
into ESRI’s ArcView software.

By selecting any of the Download Site(s), the first screen
allows you to filter the data, so you can download only
subsets of trees.

When you click find sites, you will be prompted with
download dialogue:

Click the save button, and you will be presented with a file
browse dialogue so you can select the location you would
like to download the file to:
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Notice the file name will be randomly generated. Take the time to
give the file name some meaning, simply by typing a legitimate
name (such as: ‘AllSites.csv’)

You can also upload data to TK7, from a .csv and .dbf file.
However, these files have to be set to match DRG
specifications. Please contact technical support
(tk7support@davey.com) for more information on this

feature that is easy to use, but a little complicated to set up.

Set New Events: A feature that assists the TK7
administrators communicate with the users is Set New
Events:
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The events calendar can be set for a single user (a reminder
to yourself perhaps), or for all users (a reminder for an
upcoming meeting). Whatever is typed into the memo box is
what will appear. The Memo will appear when a User logs
into the system. A reminder will appear 3 days prior, the day
of, and 3 days after the event, unless turned-off prior to the
events occurrence.

Click to shut off the event after you have read the
memo.
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The sampler has been designed to help the USER to answer
some commonly asked questions. The document consists
of several questions with detailed information on how to get
the answer. Think of it a supplement to this user guide.

Sampler
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TK7.5 Map - User’s Guide

Using the ['

Interface Overview Map

This button will open or close a smaller second map
that is a bird’s-eye view of the overall map depending
on if the overview map is loaded or not. By clicking
and holding the left mouse button and drawing a box
on the overview map, the larger map will
automatically center itself to the area that was
selected on the overview map.

l’ Zoom to Full Extent
This button will zoom out of the map so that the entire
map can be viewed.

{fr? Pan

The Pan button allows a quick way to navigate the
map component. Select this button and left mouse
click on the map. Drag the mouse in any direction to
move the map in that direction. The map will then
show areas that could not previously been seen
without zooming out.

Layer List

The Layer List button allows different map layers to
be viewed on the map. It will also allow the user to
turn the trees on or off so that they may either be
mapped or removed from the map via a menu box
that opens once the button is clicked.

To turn trees off, simply clear the check box under the
“Visible” column that is next to the facility name that is
to be turned off in the menu box. The tree sites will
now be removed from the map. To map the tree sites
again check the check box under the “Visible” column
that is next to the facility name that is to be turned off
in the menu box.

To remove a map layer, clear the check box under the

“Visible” column that is next to the layer's name. The
map layer will now be removed from the map. To turn
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on a map layer, check the check box under the
“Visible” column that is next to the layer's name. The
layer will now be added to the map.

/ The tree sites are mapped.

This map layer is not being displayed.

[

\

This map layer is being displayed.

Once the desired layers to be displayed have been
set, click the button to save the changes and
the desired layers to the map. To cancel all changes
that have been made click on the button.

=1
= Refresh
This button will refresh the map.

It is possible to move the map in every direction by
clicking on the arrows located on the border of the
map. Clicking one of these navigation arrows will
move the map in that direction, thus showing areas of
the map that could not be seen before.

Navigating
the Map

North Northeast
South Southeast
East Northwest
West Southwest
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Overview

Installation
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The ArcView/TreeKeeper7 (AVFKO2K) Extension consists
of custom ArcView Avenue programming that provides users
of TreeKeeper7 with simple mapping capabilities.

The following is a general overview of the extension:

The extension provides 6 buttons and 3 tool buttons that
simplify common GIS tasks performed on TK7.5 tree point
data, such as: calculating location information (coordinates),
saving copies of TK7.5 tree data to ArcView shapefile
format, labeling and identifying trees and also viewing the
tree shapefile data table.

The TK7.5 trees are downloaded from the user's web
browser and are opened in ArcView using the ‘Add Theme’
button. All regular functions of ArcView are present when the
extension is loaded and the extension can be loaded or
unloaded at any time.

Note: The custom buttons that interact with the TK7.5 data are only
present when the extension has been loaded and they are enabled
and only when at least one TK7.5 tree shapefile has been loaded.

The extension consists of one file: “AVFKO2K.avx”. This
file must be copied into the ArcView extension directory on
your hard drive. For a typical installation, this directory is
“C:\ESRINAV_GIS30\ARCVIEW\EXT32". Once the file is
copied, the extension can be loaded through ArcView's
standard interface.

With the project window active, click ‘File’, choose

‘Extensions..."” scroll down the list if necessary and check
the box next to the “AVFKO2K” choice.

Note: The custom buttons for the extension will appear in the
button bar for map view windows within the project.

Note: The custom tools for the extension will appear in the tool
bar for map view windows within the project.
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Unload the extension by clearing the check mark next to the
“AVFKO2K” choice in the extension window.

Note: The custom buttons and tools will be removed from the
map view window button and tool bars.

The extension is for use only by authorized purchasers and
cannot be resold or given to other parties.

Point Web Browser to TK7.5 Login Page:
A convenience button for redirecting the user’'s web
browser to the TK7.5 Login Page.

] Save as ArcView Shapefile:
This button allows users to save their TK7.5 tree data
to a new shapefile. If no tree points are selected, all
tree points will be written to a new shapefile.
Otherwise, only selected tree points will be written to
the new shapefile.

WARNING! Choose a new name to avoid overwriting
your existing TK7.5 shapefile(s).

] Labeling TK7.5 Tree Data with ID Numbers:
This button will label all trees, or only selected trees,
with their TK7.5 ID number when it is available in the
downloaded TK7.5 data. It will clear any existing tree
labels first. This ID field corresponds with the field
labeled: Site ID in TK7

] Labeling TK7.5 Tree Data with Species
Information:
This button will label all trees, or only selected trees,
with their TK7.5 species information when it is
available in the downloaded TK7.5 data. Like the ID
Number Label button, it will clear any existing tree
labels first.

[ ] De-Labeling TK7.5 Tree Data:
This button will clear any labels associated with the
tree points, at any time.
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L]

[]

About the Extension:
Displays information about the AVFKO2K extension.

Calculate XY Coordinates:

When this tool button is activated, the user may click
anywhere on the map view window and retrieve the
XY coordinates for that location.

The coordinates are displayed in a dialog box so that
the user may highlight/select them with a mouse,
copy them (CTRL+C on the keyboard), and paste
them where needed (CTRL+V on the keyboard).
They can be pasted anywhere, such as the TK7.5
website add or edit pages, or a spreadsheet,
database, word processor, etc.

For convenience, a temporary marker can be left on
screen indicating the positions where the user has
calculated coordinates.

Note: Markers are removed when the map view window is
refreshed.

Identify TK7.5 Tree by ID Number:

When this tool button is activated, and the user clicks
on a tree point, the ID number is displayed in a dialog
box. If there is more than one tree at the user’s ‘click’
location, ID numbers will be displayed in successive
dialog boxes.

View TK7.5 Tree Table:

When this tool button is activated, and the user clicks
on a tree point, or selects a group of tree points, the
TK7.5 shapefile’s associated tree attribute table will
appear with the tree record(s) highlighted and brought
to the top of the table.

ArcView GIS is the premier desktop GIS available today.
However, as with all software applications, there are a few
bugs hiding in the software code. The AVFKO2K extension
provides simplified methods to interact with your tree data,
thereby avoiding many potential problems. However,
operating system differences, data storage problems,
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operator error, and yet-to-be-found bugs can cause
problems in either component.

ArcView will display a message that describes the error it
has encountered. Copy down the error and contact ESRI
ArcView Technical Support as soon as possible.

The AVFKO2K Interface will display a message that
describes the error. At the first occurrence of such an error,
simply unload the extension, exit and restart ArcView and
reload the extension. This will clear the computer's memory
space that ArcView was using and may resolve the error. If
the error occurs again, try rebooting the computer to
completely clear its memory. If the error persists, contact
technical support immediately.

Note: It is extremely important to copy down the Error code
number or message.
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User’s Guide Feedback:

Davey Resource Group feels that software that a user cannot use is useless to
the user. We want to make sure that the materials that we are releasing to aid
the user in using purchased software meet the user’s needs. Unfortunately,
since DRG has had significant experience with TK7, sometimes we make
assumptions that should not be made. It always helps to get a “newbie’s”
feedback.

Davey Resource Group encourages user feedback. Please, let us know how
we’re doing!

You can contact us by phone at:
1-800-828-8312: Ask for TreeKeeper Technical Support
-or by email-

tk7support@davey.com

-or by mail-

Davey Resource Group

Attn: TreeKeeper Technical Support
3728 Fishcreek Rd

Stow, OH 44224

So, whether your feedback is about this user manual, TK7, or an add-on, please
let us know what we can do to help!

Do it right, or not at all

-John Davey
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