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Tutorial One Overview 

 

If you have not read the manual óTORS The Productô, then you are advised to do 

so before starting this tutorial so that you understand terminologies used, such as 

Booking Officer and Partner Administrator.  

 

This tutorial provides a óhands onô experience of a simple but fully functional 

example of a TORS 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 operation in normal day-to-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, often with 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 details to an óEmpty 

Databaseô.  

Considerations: 

¶ Most if not all of the óPlayersô will  have an e-mail address so if you have 

access to multiple addresses then this adds to the reality of this tutorial. 

Failing that, for the purposes of doing this tutorial, use your normal e-mail 

address whenever there is a need to specify one. 

¶ In a similar way, you will be required to supply several passwords. As the 

tutorial is a sort of órole playô, it would make sense to supply the same 

password each time. 

¶ TORS implements Microsoft Bing and therefore, real world mapping. The 

tutorial uses the authorôs home of Staffordshire but you are recommended 

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. óGetting Startedô 

here we enter all the information demonstrating much of the administration 

facilities that TORS offers 

2. óThe Role Playô 

here we enter and process transport requests. This is what TORS is all 

about. 

 

The total time required should be between 2-4 hours. A shorter option is just to do 

part 2 but it is highly recommended that you at least read through part 1. This 

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

These are detailed in a separate manual óTutorial One - Part Two Onlyô. 

 

As you work through this tutorial please feel free to consult the online help 

available on most screens by clicking the óHelpô button in the top right. 
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The óPlayersô 

¶ One Office óSocial Servicesô 

¶ One Partner Organisation, also óSocial Servicesô 

¶ One TORS Administrator 

¶ Two Transport Providers: 

o ABC Taxis 
One Transport Operative: Peter Jones 

o Town Cabs 
One Transport Operative: Marcus Hazel 

¶ One Partner Administrator: Mary Smith.  

¶ Two Partner Members who will be able to input and process their own 

transport requests. 

o Ken Locket 

o Eileen Amos 
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Part 1 - Getting Started 

 

Open up your favourite Internet Browser and enter the provided URL address 

which will probably take you to the TORS Home Page where you may explore at 

your leisure. 

 

The top right of the screen provides several options: 

 

 
 

For this and all tutorials unless directed otherwise, click the óLoginô button and 

you will be presented with the following login screen 

 

 
 

Enter your provided login details: 

 

1. Select the Group from the ódrop-downô list 

2. Login Identity:  Admin   (case sensitive) 

3. Password:  Admin   (case sensitive) 

 

And then click the óLoginô button. 

 

(Note that this screen allows you to request your user login and password should 

you lose them.) 

1 

2 

3 
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Because this is the first time in, for security reasons, you 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 you may enter something like óN/Aô or óex-

directoryô. 

4. A valid formatted e-mail address. This is quite important because TORS 

will send generated messages for various reasons which 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 terms and conditions and click the óApplyô 

button to take you back to the login screen where you must enter your new 

password. We will see this screen again later. 

 

 
 

Note that you will see this same screen many times as you work through the tutorial.

1 
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At the next (Greetings) screen, click óNextô to take you to the main Admin menu: 

 

 
 

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 settings for this tutorial, click the Admin (Site 

Administration) button: 

 

 
 

At this screen, click the Settings button. 
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There a many values that we can change but for this tutorial we will only change three 

of them: 

 

¶ Group Name 
if this is a trial then this needs to be something personal, such as óDennis 

Joyner TORS trialô. The reason for this value relates to on-line self-

registration which we shall see shortly. If there is no value set then it 

effectively prevents any self-registration. 

 

The value that you choose to enter will be used in the login screen from now 

on. 

 

¶ Postcode (Areas) 
if you wish to restrict the eligibility of TORS Partner Members to specific 

areas then enter the partial postcodes (the first 2, 3 or 4 characters) separated 

by commas. This does not restrict other users of TORS such as Transport 

Providers. 
 

¶ Recognised UK Counties for Processing 
specify the UK Counties that are applicable for your Group. This demonstrates 

a function sometimes known as a ótwo-list-viewô in that you have two lists; 

one of available options (left list) and one of selected options (right list). You 

can move items from the available to the selected by highlighting the item to 

move and clicking the óright pointing buttonô. To move from the selected list, 

highlight the item and click the óleft pointing buttonô. This facility is common 

within TORS. 

 

Please select at least one county. Ensure that you match your selection with 

the postcodes specified above. 
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For example, the above shows that: 

1. The county of Staffordshire is selected. 

2. Within that county, only postcodes starting with óST2ô or óST3ô are valid. 

 

Once you have completed the details (of your choice), click the óApplyô button, then 

click óReturnô to take you back to the previous screen. 

 

Click óReturnô to return you to the main menu. 

1 

2 
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Offices 

 

 

We will only be using one Office for this tutorial but we need to update the default 

(Central Office) that comes with TORS so click the Offices button to take you to the 

following (part of) screen: 

 

 
 

1. Select (highlight) the default Central Office (if not already selected). 

2. Click the óEditô button to take you to the following screen: 

 

 
 

On this screen enter some details of your choice but to follow this tutorial, the Office 

Name should be changed to óSocial Servicesô. An important value on this screen is the 

e-mail address. As mentioned in the overview, if you have access to multiple 

addresses, use one here, else just use your normal one. 

 

This screen introduces you to the concept of values that are required (those óboxes (or 

controls)ô that are coloured) as opposed to the optional values (in white). 

 

Once you have completed the details, click the óApplyô button, then click óReturnô to 

take you back to the previous screen. 

 

Click óReturnô to return you to the main menu. 

1 

2 



Transport Order and Request System (TORS) 

 
 
   

Page 10 of 58 

Partners 

 

We need to register a óPartner Organisationô. 

 

At the main menu, click the óPartnersô button to take you to a sub-menu: 

 

 
 

We will leave the óProfilesô options for another time so for now click the óPartnersô 

button to take you to the following screen. 

 

 
 

Above we see a (part of) screen that lists any current Partners which we will not have 

at this stage. 

 

Click the óNewô button to take you to the next screen where we will supply the 

information about our new óPartner Organisationô: 
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Fill in the details choosing your own values if you prefer, but suggest 

1. To follow this tutorial you use: 

a. óSSô as the óPartner IDô. 

b. óSocial Servicesô as óPartner Organisation Nameô (the same name 

that we specified for the Office). 

2. All Partner Members must supply their date of birth by placing a tick mark in 

the little check box. 

3. Select the value óActive Partner ï confirm self-registrationô from the options 

in the ódrop downô list. This is important. 

4. Some address values of your choice. 

5. Some óPrimary Contactô details of your choice, especially the e-mail address. 

Here we have used the name óMary Smithô which we shall use in the rest of 

the tutorial. 

6. Note the postcodes; these are what we defined earlier for the Office. You 

cannot change the values on this screen. 

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 this is a ótwo-

list-viewô which we explained earlier. 

 

 

8. Now click the óAddô button to register the Partner Organisation (ignore the 

warning about no Transport Providers have been selected). 

 

Now click óReturnô on all screens to take you back to the main menu again. 

 

9. Optionally click the óHomeô button in the top right to return you immediately 

to the main menu. This button can be found on most screens. 

 

 

 

1 
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Transport Providers 

 

Transport Providers (for example, taxi companies) wishing to participate in 

providing transport must be registered with TORS. This can be achieved by on-line 

application which we shall be doing shortly. It can also be achieved by the TORS 

Administrator which is what we shall demonstrate first. 

 

 

Back at the main menu, click the óProvidersô button to take you to the following (part 

of) screen: 
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Click the óNewô button to take you to the following screen: 

 

 

 
 

Some items to note before we fill in any details: 

 

1. Group 

this is what we entered earlier, and in this situation there will only be one 

entry. We shall see this screen again when we register on-line. 

2. Postcode areas 

again, this shows what we entered earlier. This is useful for on-line application 

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 selected. This is a 2 x list 

view as explained earlier so any entries can be óde-selectedô. 

4. The main panel is logically split into two parts: 

o Company details, name and address (left). 

o Primary contact details (right): 

A. First and last names 

B. Telephone numbers 

C. E-mail address (leave the óuse for notification of new 

Published Requestsô selected (ticked). 

D. Login Identity 

a unique identity, often in the format of initial letter of first 

name capitalised plus the surname with the initial letter 

capitalised. For example óDavid Jonesô would be óDJonesô. 

E. When a value has been entered, you may click the óCheckô 

button to see if that login identity is available. 

 

The primary contact is in TORS terms, a óTransport Operativeô. This could be a self-

employed taxi driver or one of the employees of a large taxi company, such as an 

office based administrator taking phone bookings and scheduling drivers. TORS 

allows for multiple Transport Operatives within one Transport Provider.

1 

2 3 

4 
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Enter the name of one of our Transport Providers óABC Taxisô with an address of 

your choice. Enter the details for Peter Jones, selecting an appropriate e-mail address 

and select the option óUse for notification of new Published Requestsô. 

 

1. Enter a login identity of óPJonesô. 

2. Click the óCheckô button to confirm availability. 

3. Click the óAddô button to register the details. 

 

 
 

If successfully registered, an e-mail will be automatically dispatched to Peter with his 

login details, for example: 

 

  
 

Note that a password has been automatically generated; this will have to be changed 

during the first login and that a TORS manual has been attached. Note 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 tutorial and make a note of 

the details because you will need them later. 

 

Click the óHomeô button (top right) to return to the main menu. 

Click the óLogoutô button. 

Click the óHomeô button (Return to the home of TORS). This should take you to the 

very first screen that you started with. 

1 

3 
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We will now register our second Transport Provider, but this time we will show how 

it is done on-line. 

 

  
 

Click the óApplyô button. 

 

  
 

Yes, we are back at the same screen as earlier so you should be familiar with what to 

do. 

 

Do check the óGroupô, if it doesnôt show the correct entry (the one you entered 

earlier), select the correct one from the values in the drop-down list. 

 

Enter some values as needed, preferably using óTown Cabsô and óMarcus Hazelô as 

those values will be used in the rest of the tutorial. 

  

  
 

When complete, click the óApplyô button. Before, this was the óAddô button but at this 

stage we are only applying to 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 Administrator (which you should check): 

  
 

Get back to the TORS Home Page that you started with and again login as óAdminô. 

 

Note that at the óGreetings Screenô you will see the following: 

 

 
 

Click óNextô to return you to the main menu, and then click the óProvidersô button: 

 

 
 

In the list (above) we can see that Town Cabs is listed, but marked as pending. 

Ensure that entry is selected (highlighted) and click the óEditô button. This will show 

the same screen that Marcus submitted, but look at the óProvider Statusô (middle, 

top), it is 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, select óActiveô. 

 
 

And then click the óApplyô button. The status will be changed accordingly and Marcus 

will be sent an e-mail similar to the one sent to Peter Jones: 

 
 

(When convenient, check the e-mail and make a note of these details as you will need 

them later.)
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Click óReturnô to return the previous screen you should see the following: 

 

 
 

Note in the óOperativesô list, Marcus is ówaiting for login activationô. 

 

In operational circumstances, if the Transport Provider was not acceptable, return to 

this list screen, select that entry and click the óDeleteô button. You will be prompted to 

confirm that you do wish to delete. 
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Partner Administration 

 

We now need to register someone to administer the Partner Organisation óSocial 

Servicesô that we registered earlier. 

 

Return óHomeô to the main menu. 

 

In the main menu click the óUsersô button to show the following screen: 

 

  
 

Again we see the similar list on the left as before, but this time we are viewing the 

current registered TORS óUsersô (if you are not using the óbaseô database then there 

may be others in the list). 

 

Before we continue with the tutorial letôs take a look at this screen: 

1. Notice that some of the details of the selected user are shown in the panel to 

the right. The selected user is Peter Jones (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 an e-mail address registered then we have the option of sending 

a óone-offô message by entering the text into the óMessage to Sendô box. 

Using our example above but in a production scenario, we could enter 

something like: 

¶ Hi Peter, I notice that you have yet to login to TORS, do you have 

any problems? 

3. Then click the óe-mailô button to actually send the message. 

4. In the same way, if the user has a mobile number registered with the authority 

to use as an SMS Text message, clicking the óTextô button will do just that. 

5. Whatever you see, click the óNewô button to take you to the next screen: 
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This is where we define (or register) users of TORS. By users we mean people who 

can actually login and use TORS. Partner Members do not necessarily have this 

capability as we shall demonstrate in another tutorial. 

 

We will now register Mary Smith as a Partner Administrator. 

 

The screen will change depending upon the type of user as we shall see. 

 

Select óPartner Administratorô from the óUser Typeô drop-down list: 

 

 
 

  

  


