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Transit XT : administration module 
 
In Transit XT, the administration module gives access to a tracking list of the orders made. The full 
detail of each order can be displayed. The administration module also gives the possibility to resend the 
order by email or to retrieve files directly through the web interface. Follow-ups can also be managed 
by cancellation of a follow-up in full or in part. 
 
 

 Accessing the administration module 

 The list of the orders 
o The search criteria 
o Information listed 

 The detail of an order 

 Managing follow-ups 
 

 

Accessing the administration module 

To access the administration module, click on the link at the top of Transit XT order form, as illustrated 
below. 

Figure 1: 

 

 

 

The list of the orders 

The administration module mainly consists of a list of the orders made by the current user. By default, 
only the orders made on the current day are listed, plus the follow-ups scheduled for the day. Orders 
are sorted in reverse date order so it will usually show the latest requests first. It is possible to sort by 
other criteria. Figure 2 below is an example of the administration module. 
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Figure 2: 

 

As displayed in the order form, the email address of the current user can be seen at the top right corner 
of the web page. Furthermore, in the administration module, this address is also displayed just above 
the table listing, followed by the organization name in parenthesis. The first option of the top menu 
(Back to the order form) brings the user directly to the order form. 
 
The list of the orders - search criteria 

Four search criteria can be applied to filter the list or do a search : by order type, by date, by order 
number and by a requested UPC/SDM number in an order  

 By order types 

Order types are : 

 All order types : the list of all orders including follow-ups, pending or delivered 

 Orders only : only the list of original orders without any follow-ups 

 Orders with follow-up : the list of original orders for which a follow-up was requested ; only the 
original order is displayed, not the corresponding follow-ups 

 Follow-up only : the list of all follow-ups only, pending or already delivered 

 Next  scheduled follow-up : only the next follow-up scheduled for an order, thus without those 
delivered, cancelled or subsequent to the next follow-up; this search is mainly used when a 
change needs to be made to a follow-up (see Managing follow-ups at the end of this document) 
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The order type can be combined with only one of the three following criteria : 

 By order date 

A search by date is done by entering a beginning date and an ending date, in a year-month-day 
date format (yyyy-mm-dd), for example 2011-07-13. For one specific date, the date must be 
repeated in the corresponding text box as the first and last date. It is possible to select the date with 
the help of a calendar, by clicking on the calendar icon available at the right of the date text boxes. 
To find all follow-ups for an order, enter any date greater than the scheduled end date of the follow-
ups.  

 By order number 

A search by order number will return a specific order and all related follow-ups, depending on the 
type of order used. 

 By requested UPC/SDM number 

With this search, you can find in which order or follow-up a UPC/SDM number has been requested. 
The result can be an original order or a follow-up. It can bring more than one result if then number 
has been requested more than once. 
 

If there is no order for the requested search elements, a message "No order for the criteria above" is 
displayed. 
 
The list of the orders - information listed 

As seen in figure 2 above, the order list contains nine columns. Those columns are : 

1. the row number in the list 
2. Transit order number of the order or follow-up 
3. the order type : C = original order ; S = follow-up (French letters for "Commande" and "Suivi") 
4. an indication that a follow-up was requested in the original order (check box) 
5. the date of the order 
6. the time of the order 
7. the number of records ordered 
8. the number of records delivered for the order 
9. the status of the order ; status are : 

 Delivered on [date] : for a completed order or follow-up sent by email 

 Not confirmed : if the order was not fully confirmed (order not submitted) 

 Scheduled for [date] : for follow-ups, the scheduled date on which the follow-up will be 
processed 

 In process : the order is in process ; during normal operation, this message should rarely 
or briefly be displayed because the order is completed very rapidly ; as a general 
indication though, in the rare event where an order would be "in process" for more than 
an half an hour, it could be considered in an "error state" in which case you could contact 
SDM to see if an action is required. 

 Cancelled on [date] : for follow-ups, indicates that the follow-up, and all subsequent 
related follow-ups, have been cancelled. 
 

The list can be sorted by clicking on one of the following column headers : 

 Transit order number 

 type of order (C = original order ; S = follow-up (French letters for "Commande" and "Suivi")) 

 indication of a follow-up in the original order  

 date of order 

 time of order 
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The final section gives a summary for all orders displayed in the list as for the number of orders, with a 
total by status, the total of records ordered and delivered. 
 

The detail of an order 

The detail of an order can be displayed by clicking on the order number in the second row of the list. It 
is possible to see the detail of a delivered order or delivered follow-up and of a "not confirmed" (not 
processed) order. For scheduled follow-ups, see the "Managing follow-ups" section below. By clicking 
on the order number, a new window opens. Here is an example of the detail of an order. 
 
Figure 3: 

 
 
In addition to showing the content of the "RS" report already sent by email (section 3 in figure 3 above), 
two new functionalities are available to retrieve the files of the order. 

 In section 1, at the top of the page, a button allows to resend the order by email at the address 
of the original order. Furthermore, a textbox adds to this functionality by giving the possibility to 
change the email address of destination. 

 In section 2, links with the name of the order's files are available. By clicking on those links, it is 
possible to open or save the files directly from the web page on the workstation. In most web 
browsers, a dialog box will open to give the user the choice between opening or saving the file, 
though it may vary between browsers and the workstation operating system. 
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Managing follow-ups 

Since many years, Transit gives the option of making a follow-up for an order, on records for which the 
status is in process, undetermined or unknown. According to the end date and delivery periodicity 
requested by the user, the finished records during this period are sent automatically. You can find more 
information on the follow-up options in Transit documentation for the order form. 
 
With Transit XT administration module, it is now possible to cancel a follow-up completely or in part for 
a specific request. As each follow-up results depend on the preceding follow-up, management 
functionalities for follow-ups are only available for the next scheduled follow-up. The changes 
will automatically be applied for the following related follow-ups. 
 
Thus, to modify the content of a follow-up, the user must first find the next scheduled follow-up for the 
desired order. This follow-up is the only one from which access to the detail is possible (through the 
order number link). Finding the next scheduled follow-up can be done different ways. 

 By combining the order type "next scheduled follow-up" with the order of the original order, if 
known  

This limits the results to the next follow-up for the order number entered. By clicking on 
the order number, a page with the detail of this order will open. 

 By combining the order type "next scheduled follow-up" with a requested UPC/SDM number, 
if the goal is to find a specific document in an order 

If the number was only requested once, the result will be similar to the one above with 
the order number. In the event where the number was requested in more than one order 
and that those orders have scheduled follow-ups, all next follow-ups will be displayed. 
You can select the desired follow-up or change them all, one by one, as desired. 

 By combining the order type "next scheduled follow-up" with a date period 
It is possible to display all next follow-ups for a specific time period by using the date 
criteria. Enter today's date as the "from" date and a date greater than the end of the 
follow-up as the "to" date. If the end date is unknown, enter a date greater than three 
months from today's date (follow-up cannot be scheduled for more than 10 weeks). 

Once the next scheduled follow-up found, the user can display the detail by clicking on the order 
number of this follow-up. The list of the requested records are then displayed, records that are still 
pending for delivery. This is an example of a next follow-up : 
 
Figure 4: 
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To cancel a specific requested record, check the corresponding box in the "cancellation" column. You 
can check more than one request. Once all changes have been made, click on the "Save change(s)" 
button to confirm the modifications. The cancelled numbers will not be processed for this follow-up and 
all subsequent related follow-ups, if there are. As long as scheduled follow-ups exist for the order, it is 
possible to put the cancelled numbers back for process. This can be done by again accessing the detail 
of the next scheduled follow-up and by un-checking the cancellation box of the desired numbers. 
 
All follow-ups can be cancelled by clicking the "Check all" button or by checking manually the 
cancellation boxes for all numbers requested. Click on the "Save change(s)" button to confirm the 
modifications. It is very important to note that, in this case, the follow-up and all related follow-ups will 
be permanently cancelled when you will close the detail web page. It will not be possible to go back and 
modify the follow-ups. All of the follow-ups will be indicated as "Cancelled" in the order list. 
 
 
If more information is needed on Transit XT administration module, you may send your request by 
email at informations@sdm.qc.ca. 
 
 
 
SDM. 2011.11.25 
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