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Transport Order and Request System (TORS)

Tutorial One Overview

| f you have ndtORrSe ad et,then godane adsited t6 do
sobefore starting this tutorial so that you understand terminologies used, such as
Booking OfficerandPartner Administrator.

This tutorial provides éh a n d sexperiente of a simple but fully functional
example of &ORS implementation. As you work your way through, first
impressions may be one of complexity but bear in mind that there are several
types of users, each having their own sphere of aperet normal dayto-day
operation. This tutorial attempts to demonstrate how each user interacts with
TORS and the other users.

Also bear in mind that much of the first part of the tutorial is setting up the data
which is normally accomplished once, ofteith the assistance of a consultant.

All names are fictitious and any coincidence with actual people and organisations is accidental
and not intended.
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To do this tutorial you should be provided with login detailsntdeampty
Dat abasebo.
Consideatiors:

T Most i f nBItayilidthavedn enaihaddreésasif you have
access to multiple addresses thi@s adds to the reality of this tutorial.
Failing that, for the purposes of doing this tutorial, use your noraraie
addressvhenevethere is a need to specify one

1 In asimilar way, you will be required to supply several passwords. As the
tutori al r ok e atpbullynéke serfise t6 supply the same
password each time.

1 TORS implementaMicrosoft Bing and therefore, real wiok mapping. The
tutorial wuses the authoroés home of St a
to use one or more counties that you are familiar with because real
addresses including postcodes come into play.

This tutorial consists of 2 parts:
1. 6Getting Startedo
here we enter all the information demonstrating much of the administration
facilities that TORS offers
2. 6The Role Pl aybo
here we enter and process transport requests. This ISORS is all
about.

The total time required should be betweef 2ours. A shrter option is just to do

part 2but it is highly recommended that yatileastead through part ILhis

option requires special separate instructions to complete before starting part 2.

These are detailed i n -PasTepChryadt.e manu al 0

As you work through this tutorial please feel free to consult the online help
available on most screehgclickingt h id e |dpitton in the top right.
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<
The OPl ayerso

1 OneOfficeé Soci al Servicesbo

OnePartner Organisation al so O0Soci al Servicesbéo

1
1 OneTORS Administrator
1 Two Transport Providers:
o ABC Taxis
OneTransport OperativePeter Jones
o Town Cabs
OneTransport OperativeMarcus Hazel
OnePartner Administrator Mary Smith
Two Partner Membes who will be able tanput and procestheir own
transpot requests.
o0 Ken Locket
o Eileen Amos

= =
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Transport Order and Request System (TORS)

Part 1 - Getting Started

Openup your favourite Internet Brows andernter the provided URL address
which will probably take you to thEORS Home Pagevhere you may explore at
your leisure.

The top right of the scregmovides several options:

Welcome to the Home of the Transport Order Request System (TORS)

Current Partner Members may procede immediately to” (RS

To become a Partner Member, you will need to] §

To participate as a Transport Provider, you will need to]

For this and all tutorialanless directed otherwise c¢ | iLcokg buttdieand
you will be presented with the following login screen

Transport Order Request System (TORS)

Friday Aug 12 2011 Return to the Home of TORS: (i

Welcome, please enter your login details which are case sensative.

Groups: Please select.... - 1

Login Identity: 2
Password: 3

Help, | Have lost my login details!

Enter your provided login details:
1. SelecttheGroupf rom tHewdhdr dp st
2. Login Identity ~ Admin (case sensitive)
3. PasswordAdmin (case sensitive)

And thenLobbuttdn. t he 0

(Note that this screen allows you to resjugour user login and passwaidould
you lose then).
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Because this is the first time ifor securiy reasonsyou will be presented with
the following screen where you must enter:
1. A password of your choice (and confirm).
2. A memorable word of your choice.
3.A telephone number, although y-ou may
directorya
4. A valid formattede-mail addressThis is quite important becau$®©RS
will sendgenerateanessages for various reasavtsch should not be
ignored.

5. You may also enter a mobile number and designate if it can be used by
TORS for SMS texts.

6. Finally you must accept the tesrand conditions angdlickt h&p @l y 6
button to take you back to the login screen where you must enter your new
passwordWe will see this screen again later.

Master Administrator

Welcome to the Transport Order Request System as a New User.

You must supply a new password and memorable name and then accept the terms and conditions, then hit Apply.

1 Password (5 to 16 characters) Confirm Password
—>
Memorable Word (max 50 characters):
For example, your Mothers maiden na

me or your pet's name:

Telephone No Mabile(or alternate) No: ,

3 Use for SMIS texting

/“"ﬂ” posess

Iaccept the terms and conditions of the Transport Order Request System (TORS) S 6

Click here to view the Terms and Conditions (requires Adobe Reader)

Note that you will see this same screen many times as you work through the tutorial.
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At the next (Greetings) screatick AN e xtd téke you to the maiAdmin menu:

Transport Order Request System - Administration

Fere® Create and/or Amend Offices

fte) Create and/or Amend Transport Providers
e Create and/or Amend Partners and Related Data
Create and/or Amend System Users

Site Administration

View the Audit Log

259 View The E-Mails Log

fEtE® TORS Manuals

Process Requests For Service (RFS)

For this tutorial we will only be demonstrating some of these options, but feel free to

return later to explore some of the others.

We need to customise some of the sg#ifor this tutorial, click thA&dmin (Site
Administration) button:

Transport Order Request System - Site Administration

JFEEErEs Maintain Broadcast Messages

Maintain Reasons for Cancellations
Maintain Working Days and Quote Closure Period

Maintain List of Preferred Vehicles

Maintain Miscellaneous System Settings

At this screen, click th&ettingsbutton.
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Transport Order Request System - System Settings =
Group Name
Postcode (Areas)
SMS Text Threshold (Days) 2 Multiple Journey Request Settings
E-Mail Threshold (Days) 10 Quote Amount is for each Journey? No ~+
Cookie Timeout (Days) o Can Journeys Span Years? No +
Password Expiry Period (Days) 0
Recognised UK Counties for Processing
Audit Log Retention (Days) 39

Level of Audit Logging 3 -

Quote Amount Warning Level [e50.56

Can Enter Closed Requests No ~

Return E-Mail Address:

E-Mail Legend:

There a many values that we can change but for this tutorial we will only ctirage
of them:

1 Group Name
ifthisisatrialthentd needs to be somé®eénhis ng person
Joyner TORS r i Tdné réason for this value relates tolime self
registration which we shall see shortly. If there is no value set then it
effectively prevents any setégistration.

The valuethat yau choose to entavill be used in the login screen from now
on.

1 Postcode (Areas)
if you wish to restrict theligibility of TORS Partner Membergo specific
areas then enter the partial postcodes (the first 2, 3 or 4 characters) separated
by commasThis does not restrict other usersT@RS such aslransport
Providers.

1 Recognised UK Counties for Processing
specify the UK Counties that are applicable for your Grdins demonstrates
a functionsometimes known as@at Hisbv i enntiat you have two lts;
one of available options (left list) and one of selected options (right list). You
can move items from thevailableto theselectedy highlighting the item to
move and crliigchkti npgo itnficemadgfromn the selectedlist,
highlighttre i t em andefcl ipcoki ntThissfaglity s commann 6
within TORS.

Please select at least one county. Ensure that you match your selection with
the postcodes specified above.
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Transport Order Request System - System Settings -l
Group Name Peter Jones TORS Trial
Postcode (Areas) 872, 5T3 2

SMS Text Threshold (Days) Multiple Journey Request Settings

2
EMail Threshold (Days) 10 Quote Amount is for each Journey? No -
Cookie Timeout (Days) o Can Journeys Span Years? No -
Password Expiry Period (Days) O
Recognised UK Counties for Processing
Audit Log Retention (Days) Be
o ) 89 Available Counties: Selected Counties as Valid:
Level of Audit Logging 3 - Stafiordshire
Quote Amount Warning Level 550,66 C 1
Can Enter Closed Requests No ~
Retumn E-Mail Address:
E-Mail Legend:
=

For example, the above shows that
1. The county of Stafforshire is selected
2. Withint hat county, only postcodes starting

Once you have completed the detéifyour choice) c¢ | iAcpkp buytode thei
c | i Reekt ut také you back to the previous screen.

Cl i R&t uloretudn you to the main menu.
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Offices

We will only be using on®ffice for this tutorial but we need to update the default
(Central Office) that comes wifhORS soclick the Officesbutton to take you to the
following (part of) screen:

List of Current Offices:
1

2

1. Select(highlight) the defauliCentral Office (if not already selectéd
2. Clickt hEd idattdn to take you to the following screen:

Current details for Central Office

Office Name (or code)
ICemra\ Office

Address Line 1:

Mress Line 1

Address Line 2 (optional):

Address Line 2
Town: Post Code:
Town To Replace

Telephone:

To Replace

E-Mail Address:
someone@somewhere.com

[¥l Office is ‘Active’

Onthis screen enter some details of your choicetbdibllow this tutorial,the Office
Name should behanged t®@ S o c i a | @ ASiempoxanteakieson this screen is the
e-mail address. As mentioned in the overview, if you have access to multiple
addresses, use one heglse just use your normal one

This screen introduces you to the concept of values thatqureaee (thoseboxes (or
contr ol scgloredab @posed ttheoptional valuegin white).

Once you have completed the detailsck t h &pplybbutton thenclick R e t uta n 6
take you back to the previous screen.

Click R e t uto retn you to the main men
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Partners

A

We need t®areéegest ©Organdosationbd

Atthe mainmenw; | i ¢ Rat h datdngodake you to a subenu:

[Farcners Create and/or Amend Partner Organisations

Maintain Lists of

Mobility Aids and Travel Purposes

We wi | | R reacafvoptioasdodeanother time so for nashickt h mt ner s 6

button to take you to the follang screen.

List of Current Partner Organisations:
Mo Partners defined

Abovewe see a fpart of) screen that lists any current Partrieck we will not have
at this stage

Cl i c WN'etddteon to take you to the next screeimere we will supply the
i nformati on Pab dwtero Om graemw s@ti onod

Enter New Partner Organisation Details e
Partner ID:  Partner Organisation Name: Default Subsidy Members Date of Birth
0% - Required

Partner Status.
Address - up ta 4 lines (lnes 2.3 4 optional) Active Panner - no selfregistiation

Office that Administers for this Partner
Sacial Senices

Available postcode prefixes for this Partners members:
8T2,8T3

Transpart Providers for this Partner

Town or City: Fost Cade
Available Transport Providers Selectad Transport Providers
Primary Contact Telephone
Atemate Contact Telephone
E-Mail Address
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. . 9
Enter New Partner Organisation Details z
1 N Partner D Partner Organisation Name: Default Subsidy: Members Date of Birth: |
[ss [Social Services 0% - 7IRequired & I 2
Partner Status:
Address - up to 4 lines (lines 2.3.4 optional) Active Partner - confirm self-registration - &
[Riverside Council Buildings 3
4 N Office that Administers for this Partner:
Social Senvices -
Available postcode prefixes for this Partner's members:
5T2,5T3 N
6
Town or City: Post Code: Transport Providers for this Partner
Stalfnd SIH62T] Available Transport Providers Selected Transport Providers
Primary Contact: Telephone:
Mary Smith 174327
5 f— S| | « 17
Alternate Contact: Telephone:

E-Mail Address
‘nne of your choice

Fill in the details choasg your own valueff you prefer,but suggest
1. To follow this tutorialyou use:
a. &Sds Paet ver | DO
b. 8oci al &&artmer OrganigationN a m &h& same name
tha we specified for the Office).
2. All Partner Membes must supply their date of birth by placing a tick mark in
the little check box.
3. Sel ect Achive Pavtreeli coefirmiseltr e g i s tfronatheiogtioné
i n the O0drToipisicppwantd | i st .
4. Some address values of your choice
5. Some O FKroinmarcyt 6 det ail s of -maibaddressc hoi c e,
Here we have used the name 6Mary Smitho
the tutorial.
6. Note the postcodes; these are what we defined efmligre Office You
cannot change the values orsthcreen
7. Currently we do not have any Transport Providers registered. We shall be
doing this shortly and we will return to this screen after. Note thigis av o
list-v i ewmiéh we explained earlier.

8. Now c | iAd kbdttorht@regéster thBartner Organisation(ignore the
warning about no Transport Providers have been selected).

Now cRae tcudon all Gcreens to take you backie main menu again.

9. Opti onal |Ho ncduitor ik thettdp eightdo return you immediately
to the main menurhis button can be found on most screens.
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Transport Providers

Transport Providergfor example, taxi companieg)ishing to participate in
providing transport must be registered WitdRS. This can be achieved by-tine
application which we shall beothg shortly. It can also be achieved by @RS
Administrator which is what we shalemonstratéirst.

Backatthe main menwlickt hler @ v i bdt®n tg tdke you to the following (part
of) screen:

List of Current Providers:

Mo Transport Providers defined
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Click t h M e wb6tton to take you to the lfowing screen:

New Transport Provider Details: ' Eelp
1 N Provider Staus:  Available Partners Selected Partners
Group Active - Social Services
L
= < |
2 ansmnde areas valid for this Group: = 3

— 4A

Please enter the following details and then click the 'Add"button. Coloured boxes are mandato
Company Name: First Name: Eme

Registered Address: Telephone Number: Mobile Telephone Number. s 4B

4 \> ‘an” L r“S' e E-Mail Address Use for SMS texting 4C

Any other relavant information regarding your application. ] Use for notification of new Published Requests
ds vehicles:

For example, you provide special nee
Login identity: €

4D

\
4E

Some items to note before we fill in any details:

1. Group
this is what we entered earli@nd in this situation there will only be one
entry. We shall see this screen again when we registémean
2. Postcode areas
again, thisshows what we entered earlier. This is useful felimmapplication
where the Transport Provider can see what areas are applicable for passengers
in this group
3. Available/Selected Partners
any currently registered Partners are automatically selecteslisTai2 x list

view as explained eatcsleileerctseaddbany entri

4. The main panel is logically split into two parts:
o Company details, name and addrgsf).
o Primary contact detailgight):
A. First and last ames
. Telephone numbers
. E-mailaddres(l eave the Ouse for not.i
Published Requests s e Itiekedt e d (
. Login Identity
a unique identity, often in the format of initial letter of first
name capitalised plus the surname with the initial letter

B
C
D

capitalised. FosdbewamptebéDamidna:

E. When a valuédas been entered, yourmay i cKhehkodo
button to see if that login identity is available.

The primary contact is iIMORStermsa T6 an s p o r t . Tidspceuld be aiselfe 6
employed taxi driver or one of the empémg of a large taxi company, such as an
office based administrator taking phone bookings and scheduling diiv@RS

allows for multipleTransport Operativesvithin oneTransport Provider
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Enter the name of one of oliransport Providersd A B C  Twathkan address of
your choice Enter the details fdPeter Jones, selecting an appropreateail address
and selecyse hfompmnotoinf ibcati on. of new Publ i :

1. Entera | ogin identity of 6PJonesbo
2. Cl i c kC ht ehdmktdd to confirm availakitly.
3. Cl i c A dtdblditen tdregister the details.

New Transport Provider Details: - &=
Provider Staus:  Available Partners Selected Partners
Group: Active - Social Senices
Postcode areas valid for this Group:

Please enter the following details and then click the ‘Add" button. Coloured boxes are mandatory.

Company Name First Name Last Name:
[ABC Taxis [Peter [Jones
Registered Address: Telephone Number: Mobile Telephone Number:
[15 Hamilton Way 01785 432812
Town or City: Past Code: )
‘S‘aﬁnrd ST14 4DE E-Mail Address Use for SMS texting
denjoyner@gmail com / l
Any other relavant information regarding your application. V| Use for notification of new Published Requests
For example, you provide special needs vehicles:
Login Identity:
Paines < 2

The login 'PJones' is available.

If successfully registered, @amail will be automatically dispatched to Peter with his
login details for example:

To: Peter Jones of ABC Taxis, here are your TORS login details:
Group: DEMO
Name (case sensative). PJones
Password (case sensative): rG&94

Please note that a manual is attached.

Please login before Friday Sep 9 2011 to activate your account or it will be deleted.

Note that a password hasgoeutomatically generatethis will have to e changed
during the first login and thatBORS manual has been attachébhte also that if

Peter does not login to activate his account by a specified date, the account will be
deleted.

You should check this if you are actually performing this tute@mal make a note of
the details because you will need them later.

Cl i ¢ K otmledtondtop right)to return to the main menu.

Cl i ¢ ik otg lomttom

Cl i ¢ i otmhedtondReturn to the home of TORShis should take you to the
very first screerthat you started with.
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We will now register our seconiransport Provider but this time we will show how
it is done oAine.

Current Registered Users may procede immediately to:

To become a Partner Member, you will need to:

To participate as a Transport Provider, you will need tq

Cl i c IA ptplowtano

Transportion Provider Application - need assistance?, Click the ‘Help' button.

Select the Group
Peter Jones TORS Trial -

Postcode areas valid for this Group:
ST2.5T3

Please enter the followinfdetails and then click the "Apply’ button. Coloured boxes are mandatory.

Company Name First Name- Last Name:

[ [
Registered Address /

Telephone Number: Mobile Telephone Number:
ftiaksy) fac=HCe E-Mail Address Use for SMS texting
Any other relavant informationfregarding your application. V| Use for notification of new Published Requests
For example, you provide spefial needs vehicles

Login Identity:

Yes, we are back at the same screen as esoligou shald be familiar with what to
do.

Do cheGkopumi@éf 6it doesnodt(thesoheoyauehtdreel corr ect
earlier) select the correct one from the values in the-di@pn list.

Enter some valuesasneededpr ef erably using 6Town Cabsd
those values will besed in the rest of the tutorial.

Please enter the following details and then click the "Apply’ button. Ccloured boxes are mandatory.

Company Mame: First Name: Last Name:
[Town Cabs [Marcus [Hazel
REH'S?ETEE' Address: Telephone Mumber: Mobile Telephone Number:
|26 Mill Lane N/A 0776 254231
Town or City: Post Code:
| ¥|Use for SMS texti
[Gnosall ST1 1HX E-Mail Address se for exting
select your own
Any other relavant information regarding your application | Use for notification of new Published Requests

For example, you provide special needs vehicles:
Login Identity:
MHazel

When compl eAppbydt ek. t Bef ofdddgton butasthivas t he
stage we are onlgpplyingto be considered.

You will then get a confirmation that your request has been submitted.
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An e-mail will be sent to the TORS Administratwhich you shouldheck:

To: TORS Administration:
The following Company have applied to be a Transport Provider:

Town Cabs

Get back to thdORS Home Pagée hat you started AWdimimdand ag
Not e t h@neatti n dymuwilsae ¢he folldowing:

Welcome to the Transport Order Request System:

Master Administrator

Special messages for today - Wednesday Mar 2 2011

There is one pending Transport Provider to process

Click ONext 6thetmainmrerufandthearc lyioa R it ot ebdtéon: s 6

List of Current Providers:
ABC Taxis

In the list(above)we can see that Town Cabs is |i
Ensure that entry is selected (highlighted) and cc kE Tt ilbi#6n. ©his will show
the same screen that Marcus subrditte b ut |Pa mkv i ate (midfld, ad u s 0

top), it is pending:

Provider Staus: \&vailable Partners Selected Partners

Pending -
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In operational circumstances, any vetting of the company can be done before
acceptance. For this tutorial we will assume all is well. Using the Provider Status

drop-down list, seleclA c t i v e O

Provider Staus: A

Pending A
Pending |
Active

And t henApp bugtdn. Thelstatusdvill be changed accordingly and Marcus
will be sent are-mail similar to the one sent to Peter Janes

To: Marcus Hazel of Town Cabs, here are your TORS login details:

Group: Peter Jones TORS Trial
Name (case sensative): MHazel
Password (case sensative): 3Ka&L

Please note that a manual is attached.

Please login before Fridav Sep 9 2011 to activate vour account or it will be deleted.

(When convenientgheck the enail andmake a note of these details as you will need
them hter)
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Cl i Re&t uboretudnthe previous screen you should see the following:

List of Current Providers: Operatives:
ABC Taxis Marcus Hazel (MHazel - waiting for login activation)

Note OpethtiwvesdMandcduxngi o066 .1l ogin activati
In operational circumstances, if theansport Providemwas not acceptable, return to

thislist screen, sel ectDetl hbatiendfeunwillbe promptaetl toc | i ¢ k t
confirm that you do wish to delete.

Pagel8of 58



Transport Order and Request System (TORS)

Partner Administration

We now need to register someone to administeP#raer Organisationd6 So c i a l
Serviceso t haler.r we registered ear

R e t wWHrom &dhe main menu.

In the main menglickt h @ s & bugod to show the following screen:

List of Current Users: User Types

Master Administrator All Types -
Peter Jones

Marcus Hazel

User Details (summary):

Transport Operative
Peter Jones

ABC Taxis \
Tel: 01785 432875

Mobils: 0776 132456 \
User has yet to login for first time. 1
ner@gmail col ail.co

(s h—,
Hew

Again we see the similar list on the left as before, but this time we are viewing the
current registerefORS 6 Us efrygu@refoi si ng t he oO6basebd6 dat aba
may be others the lis).

Before we continue with the tutorialtledakea look at this screen:

1. Notice thatsomeof thedetailsof the selected user are shown in the panel to
the right. The selected user is Petends (ABC Taxis) that we registered
earlier and note the he has yet to login for the first time, but we shall be doing
that later in this tutorial.

2. If this user has ag-mail address registered then we have the option of sending
a Ooofmfe6 me s siamgge tbhye etMexsts aigret lbxot MSee ndd 6
Using our example above but in a production scenario, we could enter
something like:

1 Hi Peter, | notice that you have yet to login to TORS, do you have
any problems?

3. Then dick t h emaidbuttonto actually sed the message

4. In the same way, if the user has a mobile number registered with the authority
to use as an SMS Text messagiekingt h E e xbuttdon will do just that.

5. Whatever you seelickt h N e wottonto take you to the next screen:
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This iswhere we define (or register) usersT@RS. By users we mean people who
can actually login and uSEORS. Partner Membersdo not necessarily have this
capability as we shall demonstrate in another tutorial.

We will now register Mary Smith asRartner Administrator.

The screen will change depending upaatiype of user as we shake.

Sel Pattaer Adfmi oamUd i & @ tdopdedlist:
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