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Introduction

Ol ‘ Introduction

Overview of One Transport

One Transport supports the core processes of an LA’s transport team, enabling users to
manage online parental applications, run assessments, create tickets, make payments, run
budget forecasts and manage journeys. Most of One Transport v4's processes can be run either
as individual cases or in bulk jobs.

One Transport consists of two different modules: Transport Back Office, which is used by
transport officers; and Transport Portal, the online application form. Transport Portal is
accessed via the Citizen Portal, alongside the Free School Meals and Admissions portals. The
Citizen Portal uses the Portal Back Office module to manage matching student conflicts. As an
optional extra, GIS v4 can be integrated into Transport Back Office to help with measurement
and assessment calculations. GIS is a separately purchasable site licence that enables One
users to view addresses and schools on a map.

The two Transport products form part of the overall One solution and are fully integrated with the
core One database. Transport is a back office product intended to be installed on an intranet
rather than accessed from the Internet.

Using This Handbook

This handbook is intended for One administrators and users of the Transport area. It is split into
seven chapters.

m Processing Transport Applications covers the transport application process.

m Maintaining People covers the creation and administration of person records within
Transport and the management of customer communications or complaints.

= Maintaining Routes and Stops covers the administration of route and stop data.

m Managing Contractors and Contracts covers the recording and maintenance of contractor
and contract details.

m Using the Actions Menu covers the Actions menu, a contextual drop-down menu
comprising a list of useful functions.

m Utilities covers Transport’s Address catalogue, Nearest schools, Bulk print, Job
manager, RO import, Budget forecast and Reports functions.

= Admin covers Transport’s in-built administrator-level tools.

Transport Process Overview

The role of a transport officer working within a Local Authority (LA)’s transport team is to
address the transport needs of eligible applicants within that authority.

LAs deliver transport services in different ways, depending on the geographic and demographic
natures of the areas that they serve. However, all LAs are looking to achieve the same aims in
scheduling transport, and use similar processes to achieve those aims. One Transport has been
designed to reflect those processes and so reflect how transport officers and teams work.

Transport Back Office Handbook -



Introduction

A number of One Transport v4’'s more common processes can be used with multiple cases
simultaneously, as well as with individual cases. This approach helps transport teams to work
efficiently, using bulk processing to address “standard” cases while transport officers
concentrate on more challenging, individual cases.

This overview highlights the main transport processes.

Application, Assessment and Allocation of Journeys

The four key processes for a transport team are application, assessment, approval and journey
allocation.

Applications (Processes | Single passenger | Applications) can be received directly from
carers via the Transport Portal. Alternatively, they can be entered by transport officers
transcribing from paper forms or receiving application details from phone calls.

Assessments determine a candidate’s eligibility for transport. To perform an assessment, a
candidate’s assessment criteria are entered in One Transport's Assessment tab (Processes |
Single passenger | Assessments). These are evaluated against a set of pre-defined criteria to
determine the candidate’s eligibility for transport. Assessments can be run either on an
individual basis or for several candidates at once (Processes |Multiple passengers | Perform
assessments).

Approvals mark an application as accepted, confirming that the authority will provide transport
for the candidate who made that application.

Journey allocation is based on the evaluation of user-supplied information about the origin and
destination of journeys. For users with GIS, One Transport’s Suggest function can suggest a
possible route based on the criteria provided (Processes | Single passengers |Journeys).
The allocation process can also be performed in bulk, with transport officers choosing a group of
candidates to allocate journeys to using selection criteria (Processes | Multiple passengers
|Allocate journey).

Personal Information

One Transport evaluates a range of criteria during the assessment process. Some of these
criteria pertain to the personal circumstances of the candidate. The Personal Info area (People
| Personal info) contains sections on Personal details, Contact Information, Education,
Relationships, Status, Special Needs and Financial information.

Tickets, Invoices and Payments Out

Although applications, assessments and journey allocations are common to all transport
applications, individual LAs may use different processes to meet transport requirements. In
addition, different journey types (such as door-to-door routes for passengers with special needs)
may require LAs to use a different assessment and allocation process.

Some LAs issue journey tickets. Tickets can be issued either individually (Processes | Single
Passenger | Tickets) or in bulk (Processes | Multiple Passengers | Issue Ticket).

LAs may decide to sell spare journey capacity to carers. They may also want to bill for other
reasons, for example to pay for damage. To do so, the LA needs to issue Invoices. Invoices
can be issued either individually (Processes | Single Passenger | Invoices) or in bulk
(Processes | Multiple Passengers | Invoice Passengers).

LAs may also wish to pay a carer to provide transport. This usually happens where it is cheaper
to pay a carer to provide transport than to organise transport by other means. The Payments
Out function enables the LA to make these payments.

- Transport Back Office Handbook
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Routes and Stops

Some LA s create and maintain routes and stops as a way of delivering transport to passengers.
One Transport provides the facility to record these routes and stops.

The Routes facility (Operations | Routes) records details of the route itself, including its stops,
loading information, passengers, staff, route surveys and maps. The Route Details section
enables transport officers to view the contacts associated with the route and the vehicles used
on the route.

The Stops (Operations | Stops) facility shows details of the stops themselves, including the
numbers boarding and alighting at the stop, the routes using the stop and a representation of
the stop on a map.

Contractors, Contracts and Bulk Contract Renewal

Where an LA uses contractors to supply transport services, One Transport enables the
recording and maintenance of contractor and contract details.

All details relating to a Contractor (Details, Routes served, Vehicles used, Checks and
Payments made) are recorded under Operations | Contractors.

Contracts are created and maintained in the Operations | Contracts section. Contract Details,
Costs and Payments are also recorded in this section. A Bulk Contract Renewal facility
(Operations | Bulk contract renewal) enables officers to apply percentage cost changes to
contracts in bulk.

Driver and Assistant Information

The Driver and assistant tab (People | Driver/assistant info) contains details of drivers and
assistants who work for either contractors or LAs. This tab enables officers to record information
on a driver/assistant’s Training, Bases, Routes and Disclosure and Barring Service (DBS)
Checks, as well as Role Details.

Other Transport Processes

As well as providing the basic processes that enable an LA to provide a transport service, One
Transport also provides a number of other features that make the job of a transport officer
easier.

The Bulk transfer process (Processes | Bulk transfer) enables officers to transfer passengers
from one route to another in bulk.

The Communications and Complaints tab (People | Communications & complaints) allows
officers to record details of communications and complaints made about passengers and
contractors.

The Utilities section provides a number of useful functions, including the Address Catalogue.
The Address Catalogue provides a central function for address maintenance, not just for One
Transport but across One as a whole.

The Nearest schools function enables a transport officer to locate up to forty schools that are
closest to a given address.

The Budget forecast provides forecasts of expenditure by route and budget code, either on an
annual summary basis or as a monthly breakdown.

Transport Back Office Handbook -
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What's New in this Release?

User defined fields are now used to define questions to be displayed when creating an
application. For more information, see Creating an Application on page 8.

A photograph can now be selected when creating a ticket. For more information see Creating a
Ticket on page 23.

The Route network configuration page now enables you to create, edit and delete networks for
use elsewhere in One Transport. For more information, see Managing Route Networks on page
158.

- Transport Back Office Handbook
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02 ‘ Processing Transport Applications

The Processes area of One Transport enables you to record and meet the transport needs of
eligible passengers. This process involves recording applications, running assessments,
approving applications, creating journeys and issuing tickets.

As well as these core functions, One Transport enables you to invoice carers who have chosen
to buy transport from an LA. There is also a facility to record payments made by an LA to a carer
in cases where the carer has agreed to supply a given passenger’s transport.

The Processes area is split into three pages: Single passenger, Multiple passengers and
Bulk transfer.

Processing Individual Passengers

The Processes | Single passenger menu enables you to add or edit assessments,
applications, journeys, tickets, invoices and payments for an individual passenger.

One Transport's single passenger functions are designed to help you process the transport
needs of passengers who cannot be processed using bulk routines. For example, the bulk
routines will not process any passengers with special transport needs, as these cases need
individual attention. Likewise, you cannot use bulk routines to create an assessment with a
different date range to a pre-existing application for the same passenger. Individual passenger
routines, however, have fewer restrictions, giving you precise control over the assessments,
applications and journeys you create.

Passengers must be selected before they can be processed. Once you have selected a
passenger you can view or edit any Applications, Assessments, Journeys, Tickets, Invoices
and Payments Out that are associated with that person by selecting the appropriate tabs in the
work area and highlighting the desired item.

Selecting a Passenger to Process

The Single passenger search panel provides two passenger selection tabs. The Personal info
tab enables you to search for a specific passenger using that passenger’'s hame or other
personal details, while the Process status tab enables you to search for passengers based on
the stage that those passengers are at in the application process.

If a passenger has a SEN status of S (Statement) or E (EHCP), then the corresponding status
letter is displayed before their name in the search results. This enables you to see which people
have SEN statements or EHCP plans in place without having to select them.

You can use the Process status tab to search for:

m All active passengers.

m Those passengers with special transport needs.

m Passengers who attend or need to travel to a specific base.

m Passengers who either do or do not have an ongoing application.

m Passengers who either do or do not have an outstanding assessment.
m Passengers who either have or have not been assigned a journey.

Transport Back Office Handbook -



Processing Transport Applications

NOTE: One Transport displays the number of results matching the entered search criteria at the bottom
of the search panel. However, Access Control List (ACL) restrictions are applied in between the search
being completed and the results being displayed. Therefore, the number of results visible on screen may
not match the given number of results, depending on the ACLs applicable to your One user ID. For more
information on ACLs in One see the RG_ACL_ACL Definition reference guide, available from
www.onepublications.com and My Account.

Searching for Passengers by Personal Details

1. Select the Processes area and ensure that the Single passenger page and the Personal info
tab are selected.

Muitiple passengers Bulk transfer
B | No person selected

Search for Active people in this authority -
Name
Person id
Base Select a base ax
Gender Either .
UPN
Date of birth
NCY from NCY > | o MCY =

Use contains matching for names D

[clear ]

2. Enter search criteria for the passenger you want to select. You can enter the following criteria:

m Search For: Enables you to search for Active people in this authority, All people in this
authority, Active people in any authority or All people in any authority.

NOTE: When searching for Active people in this authority, One returns passengers whose Home LA
number, or the LA number of their correspondence address, matches your authority’s LA number.

For more information on defining a passenger’'s home LA, see Recording Status Details on page 54.

= Name.

m Person Id: A unique reference number that is generated by One when a new person is
added to the database.

m Postcode.

m Base: Returns those people who travel to or from a specific school.
= Gender.

= UPN.

m Date of Birth.

m NCY range: Use the From and To NCY drop-down menus to specify an NCY range for the
search.

3. Click the Search button to display a list of passengers who match your search criteria.

NOTE: Click the export hyperlink at the bottom of the list to export the returned search results into a
spreadsheet file.

4. Highlight the passenger you want to view to display their details on the right-hand side of the
page.
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Multiple passengers  Bulk transfer

Search for Active peaple in this authority - e £ ino emai scrsss) = o

[ clear | show all '\:5sl‘!
[ Passenger info | Personal info | Driver / assistant info |
DOB Postcode

Date + Address Destination Status

-
if

> B b EEE > > i
iy

[ create new appiication |

Searching for Passengers by Process Status
1. Select the Processes area and ensure that the Single Passenger page is selected.

2. Select the Process Status tab.

[ reconaies [JREERER No person selected

BT ] ) ) )

=
3. Enter valid dates into the Between fields.

The dates in the Between fields act as guillotine dates, enabling you to select passengers who
submitted an application, were assessed or had a journey created for them during a specific
time frame. For more information on guillotine dates, see the Processing Passengers in Bulk
chapter introduction on page 31.

4. Select a group of passengers to search within:

a. Select an option from the Search for menu. The available options are all passengers,
passengers with special transport need and passengers without special transport
needs.

b. Select an NCY from the in NCY menu.
5. Select the passengers’ location. You can enter location details in two ways:
= Enter a postcode into the and from field.

m Select a base from the base browse. If you enter base details, select either need to travel to
or attend from the who menu as required.

6. Enter an application status:

a. Select an option from the application section’s and who menu. The available options are do
or do not have an application, do have an application and do not have an application.
Selecting do or do not have an application means that applications will not be included as
part of the search criteria.

b. If you selected either do have an application or do not have an application, select an
option from the with status menu. The available options are APP-APPROVED, PEND-
PENDING and REJ-REJECTED.
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Enter an assessment status:

a. Select an option from the assessment section’s and who menu. The available options are do
or do not have an assessment, do have an assessment, do have an issued assessment
and do not have an assessment.

b. If you selected either do have an assessment, do have an issued assessment or do not
have an assessment, select an assessment status from the with status menu.

Enter a journey status:

a. Select an option from the journey section’s and who menu. The available options are do or
do not have a journey, do have a journey and do not have a journey.

b. If you selected either do have a journey or do not have a journey, select a ticket status
from the which menu. The available options are does or does not have a ticket, does have
aticket or does not have a ticket.

NOTE: Process status only looks at tickets that are explicitly linked to journeys, and does not return
search results for unlinked tickets.

Click the Search button to display a list of passengers who match your search criteria.

NOTE: Click the export hyperlink at the bottom of the list to export the returned search results into a
spreadsheet file.

Highlight the passenger you want to view to display their details on the right-hand side of the
page.

Process status D DoB a1/ ID 1575
etwee Da/M0/2014 C 08/10/2014 2
Between 18/10/201 and 8/10/2014 65 E (no email address) = [actions W]
Search for all passengers = [ Paszenger info | Personal info | Driver / assistant info |
[ clear | show all | hide =l Date = Address Destination Status
Name Date Of Birth PostCode
A
~
A
A
A [ create new application | deisie ]
A

Creating an Application

Applications can be created by parents and guardians directly from the Citizen Portal. Once One
has matched a Citizen Portal transport application to the correct One Transport passenger, the
details of that application show up in that passenger’s Applications tab.

You can also use the Create New Application function to record a transport application
manually.

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Ensure that the Applications tab is selected.

3. Click the create new application hyperlink to display editable fields relating to applications.
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T T T T T T Y T

Mame Dale Of Rirth  PoxtCode w Transport applisd for
~ a esife ax & ret -
o o W o -
~ Application details
o ¥
Sokct origin of appication -
Seiset reianonshe ciamed -

w Other requirements

4. Select the requested start address:

a. Click the Between browse to display the Choose an address dialog.

Choose an address
Looking for 5 b

Address =

View1-1of1

[cancel ]

. Enter a postcode or address line into the search bar and then click the Search button to

display matching addresses.

Highlight an address and then click the Select this address button to select the address and
close the dialog.

5. Select the requested destination base:

d.

Click the and browse to display the Choose a base dialog.

Choose a base
Looking for
LEA All
Type Type
Control — Please select —

Active

T |

Base Name =
Abbey Middle School
westfield Middle School

Showing 1 - 2 of 2

[ 1

School Number
4001
4033

Base Type

[cancel ]
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e. Enter search criteria for the destination address and then click the Search button to view a
list of matching bases.

f. Highlight the destination base and then click the Select this base button to select the base
and close the dialog.

If required, select a journey type from the Out & return menu.

If required, use the Every check boxes to select the days of the week that the student requires
transport.

Enter the requested start and end dates into the from and until fields.

Enter Date of application, Origin of application, Applicant name, Relationship claimed,
Phone, Email and Address details as required.

If required, select the Low Income Family status claimed, Disbursement requested and/or
Special transport needs claimed check boxes.

If required, click User defined fields and provide answers to the questions displayed. These
guestions are different for each local authority.

Click the Save button to finish recording the application.

NOTE: There are three approval status values for applications: Pending, Approved and Rejected.

The Pending value is used by default when an application is first created on the system. Therefore, you
should not change this value manually. It is recommended that you set up your own internal codes for
approval status, which can then be specified against the Pending, Approved and Rejected external
codes.

Approving or Rejecting an Individual Application

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Ensure that the Applications tab is selected. A list of that passenger’s applications is displayed.

Highlight the application you want to approve or reject. Editable fields related to that application
are displayed.

ol passengers

Date Address Destination Status

Name Dalbe O Birth PostCode

w Transport applied for

v MR ¥ um

» Application details
» Other requirements

» Status

Open the Status section and select either APP-APPROVED or REJ-REJECTED from the drop-
down menu.
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W _Status
PEMDING from raM02014 Lenti 31072016

[ show full history of decisions |

PEND - PEl = from unti because

Enter a from date. This is the date that the status change will take effect.
If required, enter an end date into the until field and a comment into the because field.

NOTE: From and Until dates do not need to correspond to the dates requested on the application. You
can approve or reject a sub-period of the application by entering different dates to those requested.

Click the Mark button to change the application’s status.

Click the Save button to save your changes.

NOTE: Changing the status of an application may cause a message to be sent to the applicant in the
Citizen Portal, in line with the LA’s messaging settings. For further information on working with portal
messages, see the Configuring Application Status Notifications section of the Citizen Portal
handbook, available from www.onepublications.com and My Account.

Deleting an Application for Transport

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Ensure that the Applications tab is selected. A list of that passenger’s applications is displayed.

Highlight the application you want to delete.

[one] Peaple Qperations Utilities Admin Welcome | | Change Password | Logout
gle pass Multiple passengers Bulk transfer

Process status

Between 1032017 and | 10/03/2017 2 3

g (no email address) 12345678 [actions 7]
Search for all passengers e [ Passenger info | Personal info | Driver / assistant info |
Date = Address Destination Status
and who do have an application - C PENDING
[ clear | show all | hide all ] ES0
Name Date OFf Birth PostCode
I
[ create new application | delete |

Click the delete hyperlink. A warning dialog is displayed.
Click the delete button the delete the application and close the dialog.

Creating an Individual Assessment

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Assessments tab.

Click the create new assessment hyperlink to display editable fields related to assessment
details.
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B B
B B v Assessment criteria
B B
Valid from * until
B B
B e Assessment address 36 c| Q%
E I Destination location St College aQx *
B ©
7 on Destination criteria Nearest site =
B B Alternative criteria Nearest site )
B B
B D
B D
B 3C
B ac % Assessment results (summary) memo
B B
s - » Assessment results (details)
B 3D
B o v
B D
View 1 - 100 of 742 T Entitiement — Select Entitement — - cancel ]
[ create a new person | export ]

If the selected passenger has a pending application, that application’s address, destination and
date details are copied automatically into the new assessment.

If the selected passenger has more than one pending application the Which application do
you want to assess? dialog displays. Highlight an application and click Select to close the
dialog and copy the selected application’s details into the assessment. Alternatively, click
cancel to create a blank assessment.

Which application do you want to assess?

Select the details you'd like copied into the new assessment

Address - Destination From Until
H Shambrook Upper School 09/10/2014 31/07/2016
1 Shambrock Upper School 06/10/2014 31/07/2016

cancel ]

Enter a date into the Valid from field.

If required, enter a date into the until field.

If you need to change the assessment address:

a. Click the Assessment address browse to display the Choose an address dialog.

Choose an address

Looking for bs x

Address
65

View 1-10f1

[cancel

b. Enter a postcode or address line into the search bar and then click the Search button to
display matching addresses.
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c. Highlight an address and then click the Select this address button to add the address to the
assessment and close the dialog.

If you need to change the destination location:
a. Click the Destination Location browse to display the Choose a base dialog.

Looking for
LEA All
Type Type

Control — Please select —

Base Name =
Abbey Middle School 4001
Westfield Middle School 4033

Showing 1 - 2 of 2

Choose a base

School Number

totear | [

LEA Base Type

ancel |

b. Enter search criteria into the available fields and then click the Search button to display
matching addresses.

c. Highlight an address and then click the Select this base button to select the address as the

destination location

and close the dialog.

Select criteria from the Destination criteria and Alternative criteria menus as required.

TIP: If you want to search for the closest schools using more specific criteria, click the Nearest school
search hyperlink to display the Nearest schools page in a new browser tab/page.

Click the Calculate button to run the assessment. The assessment results are displayed in the
Assessment results (summary) and Assessment results (details) tabs.

v Assessment results (summary)

Calculated Assessed
Direct 6.273 6.278
Walking 8717 8.717
Driving 8737 8737

Destinationis 17th nearest school

» Assessment results (details)

Entitiement NELG - Not Eligible

Mema
miles Low-income family O
miles # Catchment NOT KNOWN
miles Age-related threshold 3.00 miles
[ Show calculated nearest schools |
- [cancel ] @

If required, click the Show calculated nearest schools hyperlink. The Nearest Schools dialog
displays, showing the five nearest schools to the selected passenger’s address. Select a
school’s name in the list to highlight that school’s location on the map. You can alter the map
display using the Show catchment area on map, show walking routes and driving routes
check boxes. When you have finished reviewing the schools, click the Close button to return to

the assessment.
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Nearest Schools No School Selected

= School Dir Wik Drv
7 Stloseph’sinthe Park 0439 0971 0.971
urgoyne Middle School 0.703 111 L.11

0.846 1.142 1.142
cation Suppc 0.85 1.165 1.165
0.84 1403 1.403

6.278 B.717 8.737

NOTE: You can only see map data for assessments that have been created in One Transport v4.
Assessments created in v3 do not have map data available.

11. Select one of the following options:
m Click the Save button to save the assessment without issuing it.
m Click the Issue button to issue the assessment.
m Click the Cancel hyperlink to discard the assessment.

NOTE: To edit the student’s assessed entitlement manually, select a new entitlement status from the
Entitlement menu.

Deleting an Assessment

1. Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

2. Select the Assessments tab to display a list of the student’'s assessments.

[clear | show all| Fide al ; Address Destination Start Issued

Name Date OFf Birth PostCode 100 Sharnbrook Upper School 09/10/2014 No

S e

[ create new assessment | delete

3. Highlight the assessment you want to delete and then click the delete hyperlink. A warning
dialog is displayed.

4. Click the Delete button to delete the assessment and close the dialog.

Overlapping Application and Assessment Dates

One Transport provides controls to help you deal with applications and assessments whose
dates overlap.

Managing Overlapping Dates When Creating a New Application

When you save a new application for the first time, a new approval status record with a value of
Pending is created. One Transport then checks for existing assessments that have overlapping
dates and the same passenger, address and destination details. If any such assessments are
found, One Transport displays a dialog with the option to approve the newly-created application
immediately.

In this scenario, the application is approved for the period in which it overlaps with the
assessment. For example, assume that the application runs from 01/09/2013 - 31/08/2014:
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Sub-scenario 1: The assessment runs from 01/09/2013 - 31/08/2014. In this case, the entire
application is approved, as both assessment and application have the same date range.

Sub-scenario 2: The assessment runs from 02/09/2013 - 31/08/2014. In this case, the
application is approved from 02/09/2013 - 31/08/2014, as this is the date range that overlaps
with the assessment.

Sub-scenario 3: The assessment runs from 01/08/2013 - 31/12/2013. In this case, the
application is approved from 01/09/2013 - 31/12/2013, as it does not begin until 01/09/2013.

Sub-scenario 4: The assessment runs from 01/01/2014 - 31/12/2014. In this case, the
application is approved from 01/01/2014 - 31/08/2014.

Time L]

Sub-scenario one

01/08/2013

01/09/2013

Application approved

31/08/2014

31/08/2014

Assessment

Sub-scenario two 02/09/2013

02/09/2013

31/08/2014

Application approved

31/08/2014

Assessment

Sub-scenario three

01/08/2013

01/09/2013
- A

31/12/2013

pplication approved———

ssessment:

31/12/2013

Sub-scenario four

01/01/2014

31/08/2014
———=

-+—Application approved

01{0]‘,1’2014 31;’12,."20}_:_4

ssment

Application

The option to approve is only offered when:
The application is created for the first time.

There is a single current or future assessment — either eligible or issued — for the same
passenger and with the same destination and address details as the newly-created application,
whose details overlap either fully or partially with that application.

The user has permission to approve applications.

Managing Overlapping Dates When Marking an Assessment as Eligible or
Creating a New Assessment

When you either create a new assessment or change the entitlement status of an assessment
from Non-Eligible to Eligible, One checks for existing applications with overlapping dates and
the same passenger, address and destination details. If any such applications are found, One

displays a dialog with the option to approve the existing application immediately.

In this scenario, the application is approved for the period in which it overlaps with the
assessment. For example, assume that the application runs from 01/09/2013 - 31/08/2014.

If the assessment runs from 01/09/2013 - 31/08/2014, the application is approved for the same
dates.

If the assessment runs from 02/09/2013 - 31/12/2013, the application is approved for the same
dates.

If the assessment runs from 01/08/2013 - 31/12/2013, the application is approved from
01/09/2013 - 31/12/2013.
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If the assessment runs from 01/01/2014 - 31/12/2014, the application is approved from
01/01/2014 - 31/08/2014.

The option to approve the existing application is only offered when:

There is a single application for the same passenger with the same destination and address
details as the assessment, whose details overlap either fully or partially with that assessment.

There is not already an Approved period — either partial or full — for the existing application.

The user has permission to approve applications

Creating a Journey

In One Transport, journeys are added through the Journeys tab. The Journeys tab enables
you to create mainstream journeys, door-to-door journeys, and journeys using a carer’'s own
transport.

Mainstream journeys are delivered using either standard or network routes. A standard route is
a route on which the LA have supplied a “school bus”; that is, employed a contractor to supply
vehicles with which to service an LA-specified route.

A network route is an existing commercial, scheduled road or rail route. The LA buys passes to
enable transport using these routes.

On a door-to-door route, the LA supplies transport to pick up a passenger at a specific address
or stop and then take that passenger to another address or stop.

LAs may decide to sell spare seats to carers. To help with this process, One Transport has the
capability to invoice carers for their purchased seats.

If an LA is unable to provide transport to a student at a reasonable cost, it may choose to pay a
carer to supply suitable transport. One Transport provides an outgoing payments function to
assist with this process.

The first part of the journey creation process is the same no matter what type of journey you are
creating. However, the last few fields differ depending on the journey type selected.

1. Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

2. Select the Journeys tab.
3. Click the add new journey hyperlink to display editable fields related to journey details.
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m——

Between

Search for

who

and who

Name

View1-2of 2

[ export]

201072017 and | 20/10/2017
all passengers -
need to travel to -
do have an application -
[ clear | show all | hide all ] @
Date Of Birth PostCode
C
8JY

Utilities Admin

Multiple passengers Bulk transfer

Edl

Welcome

Processing Transport Applications

Simshire,..  ffz] (noemail address)

[ Passenger info | Personal info | Driver / assistant info

Show Current & future journeys

Route MTWTF 5SS

[ add new journey

Description

Between | 1 Lower Street, Eggw: Q¥ and Test Nursery ax #

every W] W] V] M Ood from | ddimr #* until | dd/mmbyyyy
MTWTF § §

Route route Qx*

Leaving from stop QX @ nhmm goingto | stop

Retuming from stop ax @ back to stop

Applied on Cost

Processed on Exira seats 0

Entitiement — Entitlement reason — >

Change Password |  Logout

£ 3

[ actions W]
From Until
Out & return -
using Mainstream ~

Empty Seats

QX | hhmn
as o[

per | Period

Memo

[cancel ]

If required, change the start address for the journey:
a. Click the Between browse to display the Choose an address dialog.

65

Choose an address

Looking for B5

Address +

View 1-1of 1

[cancel ]

b. Enter a postcode or address line into the search bar and then click the Search button to
display matching addresses.

c. Highlight an address and then click the Select this address button to select the address and
close the dialog.

If required, change the destination:
a. Click the and browse to display the Choose a base dialog.
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Choose a base

Looking for

LEA All

Type Type
Control - Plzase select -
Active
[clear]
Base Name ~ School Number LEA Base Type
Abbey Middle School 4001 999 JUN

Westfield Middle School 4033 993 MID

Showing 1 - 2 of 2

[ 1 [cancel]

b. Enter search criteria for the student’s destination base and then click the Search button to
view a list of matching bases.

c. Highlight the required base and then click the Select this base button to select the base and
close the dialog.

If required, select a journey type from the Out & return drop-down menu.

Use the every check boxes to select the days of the week that the student requires transport.
Enter the start and end dates of the journey into the from and until fields.

If you want to create a journey that uses mainstream transport:

a. Ensure that Mainstream is selected from the using menu.

b. Click the Suggest button. One analyses the required journey details and populates the
Route, Leaving from, going to, Returning from and back to fields with suggested route
and stop information. You can edit these fields manually if you do not want to use the
suggested route.

If there are multiple eligible routes, the Select a Recommendation dialog displays. Highlight the
suggestion you want to use and then click the Select button to use that route.

NOTE: One can only make journey suggestions if the authority has the licence for GISv4 and the
applicable routes, stops and addresses have been geocoded. For more information on geocoding
routes and stops see the Geocoding an Address help topic of the One Bases Online Handbook,
available from www.onepublications.com and My Account.

a. If required, enter valid dates into the Applied on and Processed on fields.
b. For journeys on network routes, enter a Cost for the journey.

c. Select an Entitlement reason for the passenger.

If you want to create a journey that uses door-to-door transport:

a. Select Door-to-Door from the using menu. Editable fields related to door-to-door journeys
are displayed.
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Between | 1 Lower Street, Eggw: Q% and | Test Nursery Qx * Qut & retum -

every W] W] ¥ M O from #* unti using Door-to-door -
MTWTF 5 8

Route route QX *

Leaving from address Qx @ going fo address Qx @

Returning from address Qx @ back to address Qx @

Applied on

Processed on Extra seats 0

Entitlement — Entitlement reason — - Memo

[cancel] ﬁ

b. Select the route you want to use from the Route menu.
If there is no suitable door-to-door route available, create a new door-to-door route:
i. Click the Route browse to open the Select an existing door-to-door route dialog.

ii. Click the create new door-to-door route hyperlink. The Create new door-to-door route
dialog is displayed.

iil. Enter a Code and a Description and then click OK to create the route. The new route
uses the start and end points specified in the Between and and fields.

c. If required, edit the outbound stop, return stop and time details in the Leaving from, going
to, Returning from and back to fields:

To select an address as the start or end point of the journey, click the appropriate browse
button to display the Choose an address dialog and then select an address from the list.

Choose an address

Looking for 21

Address «

View 1 -10of1 next >

[ Choose a stop ] [cancel]

To select a stop as the start or end point of the journey, click the appropriate browse
button to display the Choose an address dialog, then click the Choose a stop hyperlink
to display the Choose a stop dialog. Use the search fields to select a stop from the list.
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Select a stop

Description
Address

Stop type Al -
Route type All =
Area All -

Dates Current -

Description Type

areen abbey secondary Base

Showing 1 - 1 of 1

[ Ghoose an address [ Cancei]

d. If required, enter valid dates into the Applied on and Processed on fields.

e. Select an Entitlement reason for the passenger.

12. If you want to create a journey that uses the passenger’s own transport:

a. Select Own Travel from the using menu. Editable fields relating to own travel journeys are

displayed.

Between | 1Lower Street, Eggw @ % and | Test Nursery ax *
every M MMM OO from #* unti
M TF S8

T W

Leaving from 1 Lower Street, Eggwold, Echc Qx  gingto address

Driving distance miles
Mileage rate pence per mile
Per journey pounds {out & return) [ |

Per week pounds

Qut & return -

ax

Returning from address QX backto 1 Lower Street, Eggwold, Ech¢ Q%

Memo

[ cancel] ﬁ

b. If required, enter new address details into the Leaving from, going to, returning from and
back to fields. By default, these fields are populated with the same address details as the
between and and fields further up the page.

c. Enter a Driving distance for the journey. There are two ways you can enter this information:

Enter the length of the journey in miles into the Driving distance field.

If the authority has the GIS v4 licence, and the addresses are geocoded, click the
Estimate Distance button. One calculates the journey distance and enters it into the

Driving Distance field.

d. Enter the Mileage rate of the journey in pence per mile.

e. Click the recalculate button. The total cost of each journey is displayed in the Per journey
field. You can edit the calculated value if required.

13. Click the Save button to create the journey and save your changes.
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Setting a Journey’s Frequency

All journeys in One Transport v4 must have a journey frequency recorded, detailing the days of
the week that the journey takes place on.

This information was not mandatory in v3, meaning that some journeys that were created in v3
may not have their days of the week recorded. By default, One Transport assigns the days
Monday through to Friday to these journeys during migration, meaning that these journeys have
Monday to Friday selected in the every field when viewed in v4.

However, One Transport also takes the opening times of the destination base into account to
determine whether a journey happens on a particular day. For example, if a migrated journey
involves a base that is not open on Fridays, One Transport will assign a Monday-Thursday
frequency to the journey.

If a journey in Transport v3 has no journey frequency information and runs with a pattern other
than that assigned by One Transport during migration, the journey frequency must be amended
manually.

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Journeys tab.
Highlight a journey and then select the desired journey frequency using the every check boxes.

NOTE: You cannot select days that are outside of the frequency defined for the route. For more
information on editing route frequency, see Editing a Route on page 86.

[ actions ¥ ]

Between | 2/ | Q¥ ang | Bishop's Waltham Jur QX ¥ Out & return -
very WM M M a0 from| 01/10/2014 | ¥ until using | Mainstream v
MTWTF 55
=
Route TestRoute-Test Route QX% Empty Seats [ Loading ]
Leaving from stop ax @ going to stop qx @
Retuming from stop ax g back to stop ax g

Applied on
Processed on Extra seats 0

Entitlement STTL - Stat Elig Low Inc 35B(6 ~ Memo

» Udf

» » P » P B P B P F P B P B P B B

Click the Save button.

Duplicating a Journey

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Journeys tab.

Highlight the journey you want to duplicate.
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People Operations Utilities Admin Welcome I | Change Password
Single passenger Multiple passengers Bulk transfer
Process status (& -
S— s
etwee o 10/03/
Between 10/03/2017 and 0/03/2017 = : B E (no emsil address) ——
Search for all passengers - [ Passenger info | Personal info | Driver / assistant info ]
Show Current & future joumneys -
and who do have a journey -
Route MTWTF 55 Description From Until
[ clear | show all ”"’Cfﬁ“i SYS-R2 ocomm oz Siva Base 02/07/2014
Name Date Of Birth PastCode
~
[ add new joumey | duplicate journey | detete joumney ]

Click the duplicate journey hyperlink to display the Select from all available routes dialog.

Select from all available routes

Code
Description
Base Schools ax
Type All types -
Area All areas -
Dates All -

Code Description Area Empty seats
Mo records to view = | next =

[cancel]

Select the route that you want to duplicate the journey to:

a. Enter search criteria for the route that you want to duplicate the journey to and then click the
Search button.

b. Highlight the route you want to use and then click the Select button to select the route and
close the dialog.

Edit journey details as required.

NOTE: The new journey cannot begin before the route’s start date or end after the route’s end date.

Click the Save button to save the route.

Deleting a Journey

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Journeys tab to view a list of the passenger’s journeys.
Highlight the journey you want to delete.
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[one] People 0] ons Utilities Admin | | Change Password
Single passenge Multiple passengers Bulk transfer
Process status (& e
T ————
etwee 10/03/2017 10/03/21
Between 10/03/2017 and 0/03/2017 = E (no emsil address) : -
Search for all passengers - [ Passenger info | Personal info | Driver / assistant infa ]
Show Current & future joumneys -
and who do have a journey -
Route MTWTF 55 Description From Until
[ elear | show all "'*f'“? SYS-R2 soomcon Siva Base 02/07/2014
Name Date Of Birth PostCode
A
[ add new joumey | duplicate journey | detete joumney ]

Click the delete journey hyperlink. A warning dialog is displayed.
Click the Delete button to delete the journey.

Creating a Ticket

Tickets in One Transport v4 can be either journey-related or standalone. Journey-related tickets
are only valid for a specific passenger journey. Standalone tickets, on the other hand, are valid
for a selected route or contractor.

Likewise, passenger journeys can be either ticketed or unticketed. A ticketed journey is a
journey that has a linked ticket, while an unticketed journey does not. However, unticketed
journeys can still be valid for travel, as the passenger may use a contractor or route-linked
ticket. Door-to-door journeys do not usually require a ticket at all.

One Transport automatically assigns ticket serial numbers in order to prevent duplication.
However, you can specify a serial number prefix. For example, of you were to specify the prefix
“TICKET”, One would create tickets with the serial numbers “TICKET1", “TICKET2”, and so on.
You can also specify a manual ID for the ticket if required.

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Tickets tab.
Click the Issue New Ticket hyperlink to display editable fields related to ticket details.

axe

- v

If the passenger has one or more journeys, the Which journey do you want to link this ticket
to? dialog displays when the Issue New Ticket hyperlink is clicked. Choose one of the following
options to proceed:
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Which journey do you want to link this ticket to?

Address

m To create a ticket based on a pre-existing journey, highlight that journey and then click the
Copy & Create button. One pre-populates the Valid on field with the route used by the
selected journey.

m To create a standalone ticket, click the create a blank ticket hyperlink.
If required, enter a serial number prefix into the Serial number field.
If required, enter a Ticket ID. Ticket IDs can be up to 18 characters long.

Enter Valid from and until dates into the relevant fields.

NOTE: To record a ticket that was never valid, enter a date into the Valid from field and then enter an
earlier date into the until field. This function is useful if you need to record tickets that were issued
incorrectly or in error.

If the ticket is a re-issue, select the This ticket is a re-issue because check box and select a
reason from the choose reason menu.

Select a validity option from the Valid on menu. There are three options to choose from:

m just route: The ticket will only be valid on one specified route. If you select this option a
Route browse is displayed next to the Valid on field. Select a route from this browse.

m all routes operated by: The ticket will only be valid for one specified contractor. If you select
this option a Contractor browse displays next to the Valid on field. Select a contractor from
this browse.

m all routes: The ticket will be valid for all routes.

NOTE: One Transport does not automatically generate new contractor-based tickets if a route’s
contractor changes.

Contractor-based tickets that are linked to journeys are valid until the End Date of that journey.

Select the passenger’s Entitlement from the menu.

If required, select the Photograph of the child to be displayed on the ticket.
Select the Ticket Design you want to use.

Enter a Price for the ticket.

If required, select the This ticket has been recorded as printed check box.

If required, click the Send for printing hyperlink. A printable version of the ticket is displayed in
a new browser window.

Click the Save button.

NOTE: All ticket description fields except until are optional.
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Printing a Ticket

to Process on page 5.

who need to travel to - Applications Assessments I Joumeys Tickets Invoices Payments out
[clear | show all | hide all] @ Show Current & future tickets -
Name Date Of Birth PostCode Serial number = Ticket ID Route / contractor From Until
~ 7 00000015 27/07/1594
15 00000023 27/07/1994
22 00000030 28/07/1994

[issue new ticket | delete ticket ]

This ticket was nof created from an associated journey

[ send for printing ] [Cpens in a new browser tab) [cancel]

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger

Select the Tickets tab. A list of the selected passenger’s tickets is displayed.

Serial number prefi 7 (this unique number is automatically generated) [actions ¥ ]
Ticket ID 00000015 {you can choose this 15-character ID) memo +
Valid from 2710711994 * untl | da/mmiyy *® [ 1

[ This ticket is & re-issue because choose reasen

Valid on all routes

Entitiement entitlement code

Ticket design report load failed % [¥] This ticket has been recorded as printed

Price (£) 0

3. Highlight the ticket you want to print and then click the send for printing hyperlink. A printable

version of the ticket is displayed in the report viewer.

e [ tain Report |

& )2 | [Fnd. i D% 31011 - [100% |- SAP CRYSTAL REPORTS *

Anywhere LEA
County Hall
Main Street

Anywhere

fao Parent / Guardian of
N

29/08/2014
Issue of Bus Pass

| have pleasure in issuing the pass requested for N

The pass is number 34, Issue date 26/08/2014 and Expiry date 31/08/2014.

We have received payment for the pass which can be used on the route between
home and schoal.

Yours sincerely

Transport Coordinator

Pass Number: 34

Student: N
Issue Date: 26/08/2014
Exning Data- 24082044 -

4. Click the printer icon to print the ticket. An entry is made in the entity history to show that the

ticket was printed.
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Deleting a Ticket

1. Select a passenger. For more information on selecting a passenger, see Selecting a Passenger

to Process on page 5.
2. Select the Tickets tab.
3. Highlight the ticket you want to delete.

Admin

Utilities

Operations

Welcome

Change Password

[one] People

gle passenge Multiple passengers Bulk transfer
—— o 108
Rt
Between 10/03/2017 and | 10/03/2017 2
2] (no email address) {actions W]
Search for all passengers - [ er info | Personal info | Driver / assistant info ]
Show Current & future tickets -
and who do have a journey -
Serial number + Ticket ID Route / contractor From Until
[clear | show all | hide ﬁ"l 17 00000025 28/07/1954
Name Date Of Birth PostCode
~
[issue new ticket | delete ticket ]

4. Click the delete ticket hyperlink. A warning dialog is displayed.
Click the Delete button to delete the ticket.
Invoicing a Passenger
One Transport uses the same numbering scheme for invoices as for tickets, automatically
assigning serial numbers but enabling you to specify a serial number prefix and manual ID if
required.

1. Select a passenger. For more information on selecting a passenger, see Selecting a Passenger

to Process on page 5.
Select the Invoices tab to display a list of invoices that have been created for the passenger.
Click the create new invoice hyperlink to display editable fields relating to invoice details.

who need to travel to T Appiications | Assessments Ml Joumeys [ Tickets invoices | RS
[ clear | show ll | hide all] Serial number +  Invoice ID Issued on Reason Amount
e U e a6 011 Invoice for 1995/1956 25.00
A
A
A
A
a [ ereate new invoice | ceete ]
Al
A
Serial number 676 (this unique numbsr is sutomatically genarated)
A
A Invoice ID (you can choose this 18-charscter 1D} Memo
A
A
i Invoice issuad on 0511172014 % and due for payment on 05/11/2014 *
A Covering period from *  unti flimm, *
A
B [0 Cancelledon because
A
Al Reason for invoice * W] Address to carer with financial responsibility
A
i Route Qx
A Amount %* (pounds) Budget code
A
A
i Received amount (pounds) on | dd/mmiyyyy for reason
A
A cancell

4. If required, enter a Serial number prefix field and Invoice ID.

5. Enter Invoice issued on and due for payment on details as required.
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NOTE: You can configure the Serial Number field’s default value. For more information on configuring
default values for invoices, see Configuring Default Invoice Settings on page 140.

Enter valid dates into the Covering period from and until fields.

If the invoice has been cancelled, check the Cancelled on box. Enter a cancellation date and
select a reason from the because menu.

Select an invoice reason from the Reason for invoice drop-down menu.

If required, select the Address to carer with financial responsibility check box.
If applicable, select the route associated with the invoice:

a. Click the Route browse to display the Select from all available routes dialog.

Select from all available routes

b. Enter route search criteria and then click the Search button to display a list of matching
routes.

c. Highlight a route and then click the Select button to select the route and close the dialog.
Enter an Amount (in pounds).

If required, select a Budget code.

Click the Save button.

Recording an Invoice Payment

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Invoices tab. A list of the passenger’s current invoices is displayed.

Highlight the invoice you want to record payment for. Editable fields relating to that invoice are
displayed.

Enter the payment amount (in pounds) into the Received amount field.
Enter the payment date into the On field.
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Select a payment reason from the for reason menu.
Click the Save button.

Deleting an Invoice

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Invoices tab. A list of the passenger’s current invoices is displayed.

Process status Ji DOB 154 ID 2634
letwee J2( f10/2014
Between 08102014 and | 08M10/2014 1291 E (nosmal sddrese) oz i W
Search for all passengers = [ Pas=enger info | Personal info | Driver / aszistant info |
[ clear | show all | hide all | Serial number +  Invoice ID Issued on Reason Amount
e Date Of Birth Poricade 45 010 Invoice for 1995/1996 25.00
A A
Al
A
al [ create new invoice | delete invoice ]

Highlight the invoice you want to delete and click the delete invoice hyperlink. A confirmation
dialog is displayed.

Click the Delete button to delete the invoice.

Creating a Passenger Payment

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Payments out tab. A list of payments that have been made to the passenger is
displayed.

Click the add new payment hyperlink. Editable fields related to payment details are displayed.

[ clear | show all | hide all] Date of payment Period from Until Amount
Name Date Of Birth PostCode
&
~

A
A
P [ add new payment | delste | 1
2
&

For journey ax
il
A Cr other resson Memo +
2
yii
P Serial number 3 (this unique number is automatically genersted}
A Payment 1D {you can choose this 13-character ID)
il
2
u Entered on 05112014 | % Dueon | 05/1172014 | % Paidon | ddimmiyy
2

Period from until
X
2 I:l Cancelled on because
A
&

Amount % (pounds) Payee Q¥ ¥ Budget code v | %
i
&
A [cancel ]
I
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4. Select a reason for the payment. You can select payment reasons in two ways:

© N o o

10.
11.

m Select a journey to make the payment for:

i. Click the For journey browse to display the Select a Journey dialog.

Description

Select a Journey

From

Until

[ Close ]

il. Highlight the journey you want to make the payment for.

iii. Click the Select button to select the journey and close the dialog.

m Enter a reason description into the Or other reason field.

If required, enter a Payment ID.

Enter valid dates into the Entered on, Due on, Paid on, Period from and until fields.

Enter an Amount (in pounds).

Select a Payee:

a. Click the Payee browse to display the Select a Carer dialog.

Name *

Select a carer

Gender

Self

Relationship

Parental Financial

N N

[ cancel ] [ Search all people |

b. Highlight the carer you want to make the payment to.

c. Click the Select button to select the payee and close the dialog.

To search for people who are not carers, click the Search all people hyperlink to open the

Select a Person dialog.

If required, select a Budget code for the payment.

Click the Save button to save the payment.
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Cancelling a Passenger Payment

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Payments out tab. A list of payments that have been made to that passenger is
displayed.

Highlight the payment you want to cancel. Editable fields related to that payment are displayed.
Click the Cancelled on check box

[clear | show sl | hide ail ] Date of payment Period from Until Amount
o T e 03/11/2014 05/11/2014 10
A
~

A
A
A [ add new payment | delete payment ]
A
a

For journey ax [actions ¥ ]
A
A Or other reason Test Memo
A
A
p Serial number 4 (this unigue number is automatically generated)
A Payment ID (you can choose this 18-character 1D}
Al
o
A Entered on 0511172014 * Dueon | D6/11/2014 | % Paidon | dd/mm
A

Period from 031172014 * until | 051172014 | %
A
A [ cancelled on dd/mm because
A
A

Amount 10 |# (pounds) Payse | SU QX # Budgetcode | Allowances ~ | ¥
o
A
o

cancel |

If required, add a cancellation date into the field next to the Cancelled on check box and select
a cancellation reason from the because menu.

Click the Save button to cancel the payment.

NOTE: You cannot cancel a payment that has a completed Paid on field.

Deleting a Passenger Payment

Select a passenger. For more information on selecting a passenger, see Selecting a Passenger
to Process on page 5.

Select the Payments out tab. A list of payments that have been made to that passenger is
displayed.

[one] Processes People Operations Utilities Admin Welcome | | Change Password I Logout

S s Multiple passengers Bulk transfer
Between 10/03/2017 and | 10/03/2017
2] (no email address) = {actions ¥]
Search for all passengers - [ Passenger info | Personal info | Driver f assistant info ]
Date of payment Period from until Amount
awho dolen ajcuney bed 11/03/2017 11/03/2017 10
[ clear | show ail | hide all ]
Name Date OF Birth PostCode
' A .
[ add new payment | delete payment ]
i
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3. Highlight the payment you want to delete and then click the delete payment hyperlink. A
confirmation dialog is displayed.

4. Click the Delete button to delete the payment.

Processing Passengers in Bulk

The Multiple passengers page enables you to perform assessments, approve applications,
allocate journeys, issue tickets and invoice passengers in bulk. One Transport v4 enables you to
use bulk routines to process as many applications as possible before using the single passenger
routines to process any outstanding applications.

Most bulk processes in One Transport require you to specify guillotine dates. These dates
enable you to select a group of applications to take forward to the next stage of the process, or
bulk create future journeys without affecting any existing journeys.

For example, suppose that you specify dates between 1% January and 31 March on the Issue
tickets tab, and do not specify any further search criteria. In this instance, One takes all
journeys occurring between these two dates and generates tickets for them. Likewise, the
Allocate journey tab takes approvals dated between the guillotine dates you specify and
generates journeys from them, while the Approve applications tab generates approvals from
applications using the same principle.

One Transport's bulk processes also offer additional selection criteria, enabling you to process
specific groups of passengers. For example, all One Transport bulk processes enable you to
select students by National Curriculum Year (NCY), helping you to deal with transport
applications one year group at a time.

Bulk processes with a lot of data to process can take a significant length of time to run. LAs
should experiment with timings in running bulk jobs, and run bulk processes overnight or at
weekends if necessary.

Creating Assessments in Bulk

One Transport enables you to select students to assess in three different ways:
m By school.

m By application.

= By admissions transfer group.

When bulk assessing by school, One Transport only assesses for the main, registered school of
the affected passengers. Bulk assessments by application and transfer group enable you to
assess for any school.

The bulk assessment process will only assess passengers for whom the correct home LA has
been defined. For more information on defining a passenger’'s home LA, see Recording Status
Details on page 54.

Performing Bulk Assessments by Admissions Transfer Group
Select the Processes area and select the Multiple passengers page.

2. Ensure that the Perform assessments tab is selected.
3. Select Admissions with preferences from the Perform assessments for menu.
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Operations Utilities Admin Welcome I Help | Change Password

[one] People

Single passenger

Bulk transfer

e ——— re—

Perform assessments for Admissions with preferences - Accepted ~ | in | admissions transfer group | QX | sub-group
Schools All schools ax
Use this criteria for the destination Nearest site - and this criteria for the altematives Nearest site -

Assessments will run from 10/03/2017 | (or take start date from school) [] andwillend on

Create new assessments where none exisi for the above date range but don't alter existing assessments -

[ clear | preview]

| Logout

4. Select whether you want to assess by Accepted, Allocated, Offered or Provisional
preferences from the drop-down menu. You can select multiple options simultaneously.

7.

Select an admissions transfer group:

a. Click the admissions transfer group browse to display the Choose a transfer group

Choose a transfer group
Looking for
Transfer group
Mo records to view next >

[ cancel ]

b. Enter the name of the transfer group and then click the Search button to display a list of

matching groups.

c. Highlight a group and then click the Select this group button to select that group and close

the dialog.

If required, select a sub group of the selected admissions transfer group:

a. Click the sub-group browse to display the Choose a sub-group dialog.

Choose a sub-group

Looking for

coeor ) [

Sub-group
Subgroup 1- Other LA OAA
Subgroup 2 - Other LA Non DAA
Online Added School

Online Added School

View 1-4o0of 4

[cancel]

b. Highlight a sub-group and click the Select this sub-group button to select the sub-group and

close the dialog.
If required, select a school to perform assessments for:
a. Click the Schools browse to display the Choose a base dialog.
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Choose a base

Looking for
LEA All
Type Type
Control - Please select —
Active
elear]
Base Name + School Number LEA Base Type
Abbey Middle School 4001 999 JUN
Westfield Middle School 4033 999 MID

Showing 1 - 2 of 2

[ 1 [cancel ]

b. Enter search criteria and then click the Search button to view a list of matching bases.

c. Highlight the desired base and then click the Select this base button to select the base and
close the dialog.

Select an option from the Use this criteria for the destination and And this criteria for the
alternatives drop-down menus. These menus determine which of the selected base’s gates or
sites will be used when measuring distance in the assessment.

If required, enter start and end dates for the assessments into the Assessments will run from
and will end on fields.

Select how existing assessments should be treated from the Create new assessments where
none exist menu.

Click the Start process button to display the Bulk assessment started page.

Bulk assessment started
The bulk assessment has been submitted and is running in the background

[ Show bulk assessment status | [EE BT TR

Click the Return To Bulk Allocation button to return to the Processes | Multiple passengers |
Perform assessments page. Alternatively, click the Show bulk assessment status hyperlink
to view the assessment job in the Job Manager.

Performing Bulk Assessments by Application
Select the Processes area and select the Multiple passengers page.
Ensure that the Perform assessments tab is selected.

Select Applications with pending periods from the Perform assessments for menu.

fone] People  Operatons  Utlites  Admin Welcome ChangePassword |  Logout

Single passenger Bulk transfer

Perform assessments for Applications with pending pericds - between and
Schools All schools ax

Ignore applications where LIF is claimed but none is on file (]

Use this criteria for the destination Nearest site - and this criteria for the alternatives Nearest site -

ts will run between the dates on the relevant application, or between the above two dates if they are more restrictive.

Create new assessments where none exist for the above date range but don't alter existing assessments. -

[ clesr | preview ]

Enter valid dates into the between and and fields.
If required, select a school to perform assessments for:
a. Click the Schools browse to display the Choose a base dialog.
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Choose a base
Looking for
LEA Al
Type Type
Control — Please select —
Active

Base Name + School Number LEA Base Type
Abbey Middle School 4001 959 N
Westfield Middle School 4033 999 MID

Showing 1 - 2 of 2

[ 1 cancel ]

b. Enter search criteria and then click the Search button to view a list of matching bases.

c. Highlight the desired base and then click the Select this base button to select the base and
close the browse.

Select an option from the Use this criteria for the destination and this criteria for the
alternatives drop-down menus. These menus determine which of the selected base’s gates or
sites will be used when measuring distance in the assessment.

Select the way that existing assessments should be treated from the Create new assessments
where none exist menu.

Click the Start process button to begin the assessment process and display the Bulk
assessment started page.

Bulk assessment started
The bulk assessment has been submitted and is running in the background

[ Show bulk assessment status | Return To BulkAllocation

Click the Return To BulkAllocation button to return to the Processes | Multiple passengers |
Perform assessments page. Alternatively, click the Show bulk assessment status hyperlink
to view the assessment job in the Job Manager.

Performing Bulk Assessments by School
Select the Processes area and select the Multiple Passengers page.
Ensure that the Perform Assessments tab is selected.

Select Students in NCYs from the Perform assessments for menu.

:

Perform assessments for Students in NCYs - from | NCY A t

NCY -

Schools All schools ax

Use this criteria for the destination Nearest site ~  and this criteria for the alternatives Nearest site -
Assessments wil run from 09/10/2014| (o take start date fromschool) [ and will end on

Create new assessments where none exist for the above date range but don't alter existing assessments -

[ clear | preview ]

4. Use the from and to menus to select the range of NCYs you want to perform assessments on.

If required, select a school to perform assessments for:
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a. Click the Schools browse to display the Choose a base dialog.

Choose a base
Looking for
LEA Al
Type Type
Control — Please select —
Active

[ clear

Base Name + School Number LEA Base Type
Abbey Middle Schoal 4001 989 JUN
Westfield Middle School 4033 999 MID

Showing 1 - 2 of 2

[ 1 cancel ]

b. Enter search criteria and then click the Search button to view a list of matching bases.

c. Highlight the desired base and then click the Select this base button to select the base and
close the browse.

Select an option from the Use this criteria for the destination and this criteria for the
alternatives drop-down menus. These menus determine which of the selected base’s gates or
sites will be used when measuring distance in the assessment.

If required, enter start and end dates for the assessments into the Assessments will run from
and will end on fields.

Select how existing assessments should be treated from the Create new assessments where
none exist menu.

Click the Start process button to display the Bulk assessment started page.

Bulk assessment started

The bulk assessment has been submitted and is running in the background.

[ Show bulk assessment status | Retum To BulkAllocation

Click the Return To BulkAllocation button to return to the Processes | Multiple passengers |
Perform assessments page. Alternatively, click the Show bulk assessment status hyperlink
to view the assessment job in the Job Manager.

Approving or Rejecting Applications in Bulk
Select the Processes Area and select the Multiple passengers page.

Select the Approve applications tab.

fone] People  Operations  Utiities  Admin Welcome | ChangePassword | Logout

Single passenger Bulk transfer

Approve ~ | all mainstresm applications in for | any school or school group | A% and NEY from NCY v [to | NOY -
that are pending between 10/03/2017 and andthathave | issued > | assessments marked as choose eligible stafus(es) -
Application approvals will run between the above dates, or between the dates of the relevant assessment if they are more restrictive

Mark approved appiications as choose approved stafus -

Choose whether you want to Approve or Reject applications by selecting the appropriate option
from the drop-down menu.

Enter the Postcode you want to process applications for.
Select a school to process applications for:
a. Click the any school or school group browse to display the Choose a base dialog.
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Choose a base

Looking for

LEA All
Type Type
Control - Please select —
Active
teeor) [
Base Name “ School Number LEA Base Type
Abbey Middle School 4001 999 JUN
Westfield Middle School 4033 999 MID

Showing 1 - 2 of 2

[ 1 cancel |

b. Enter search criteria and then click the Search button to view a list of matching bases.

c. Highlight the desired base and then click the Select this base button to select the base and
close the browse.

Select the range of NCYs you want to process applications for.

Enter valid dates into the pending between fields.

Select an assessment type from the issued menu.

Select an assessment status from the choose eligible status(es) menu.

Select a status for the applications from the Mark approved applications as drop-down menu.
The selected applications will be marked with this status after the process is run.

Click the Start approvals process button to process the applications.

NOTE: All selection fields in the Approve applications menu are optional.

Creating Journeys in Bulk
Select the Processes area and select the Multiple passengers page.
Select the Allocate journey tab.

[one] People Operations Utilities Admin Welcome I Help I Change Password I Logout

Single passenger Bulk transfer

Show new journeys required for mainstream passengers in with an approved application A between 10/03/2017 and
for | school or school group ax and NCY from NCY w to | NCY + (passengers with special fransport needs will not be included)

Joumeys will run between the sbove dales, or between the dates of the relevant application if they are more restrictive ﬁ

Enter a passenger postcode and between/and dates as required.

Select an option from the with menu. You can choose to create journeys for Approved
Applications, Eligible Assessments or Issued Assessments.

Select a school or school group and add NCY details as required.

Click the Preview button to view a list of applications or assessments that meet your search
criteria.
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Show new journeys reguired for mainstream passengers in postcode with | an approved application > between 09/10/2014 and | d
for | school or schoel group ax and NCY from NCY = to | NCY « (passengers with special transport needs will not be included)
Journeys will run between the abave dates, or between the dates of the relevant application if they are more restrictive ﬁ
] Passenger Address Destination Route From To
ml: 11te Q Q Q a
Owm Keys Q Q agm
OF a Q Q@
(ml; 376 4 Q Q Qg
O« 376 J Q Q Qg
O 22w Q Q Qg
E q 376/ Q Q Qg
[ 3 22 W, a; Q Qg
O« Q Q Qe
O« Q Q Qg
for ticked journeys, and create them automatically O { check

Highlight the applications you with to create journeys for and then assign a route to them. You
can assign routes to journeys in two ways:

m Use the Route, From and To browses to manually select a route and stops for each journey.

m Click the Suggest routes & stops button. One Transport will suggest route and stop details
for each journey.

NOTES: One can only make journey suggestions if the authority has the GISv4 licence and applicable
routes, stops and addresses have been geocoded. For more information on geocoding routes and stops
see the Geocoding an Address topic of the One Bases Online Handbook, available from
www.onepublications.com and My Account.

One will only suggest single leg journeys. If the distance from the address to the boarding stop is too far,
One displays a notification. Another leg of the journey can be added manually if required.

Click the Create selected journeys button to create the journeys.

Creating Tickets in Bulk
Select the Processes area and select the Multiple passengers page.
Select the Issue tickets tab.

Issue new tickets for passengers in | posicode endNCY from | NGY + o | NCY v who have mainstream unlicketed joumey v
between | 00/1022014 and % for | school ax
ravelling on route route QX yith contractor ax and entitlement any -

Tickets will run between the above dates, or between the dates of the relevant joumey If they are more restrictive, Tickets will have these details

Serial number prefix pref the unique suffix number will be allocated automatically
Ticket price

Vialid for any route or contractor -

Ticket Design choose ticket design -

EEREERY 1ssue Tickets

Enter postcode and NCY details as required.
Select a process status from the who have menu.

The who have menu enables you to issue tickets to passengers who are at different parts of the
allocation process.
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The menu’s options are: door-to-door unticketed journey, mainstream unticketed journey,
an eligible assessment, an issued assessment and an approved application.

Enter valid journey dates into the between and and fields.
Select a school to issue tickets for:
a. Click the school browse to display the Choose a base dialog.

Choose a base

b. Enter search criteria and then click the Search button to view a list of matching bases.

c. Highlight the desired base then click the Select this base button to select the base and close
the dialog.

If you selected either door to door unticketed journey or mainstream unticketed journey
from the who have menu, fill out the following fields as required.

If you selected a different option from the who have menu, skip to step 8. The fields in this step
will not display.

a. Select a route to issue tickets for:

I. Click the travelling on route browse to display the Select from all available routes
dialog.

Select from all available routes

Code
Description
Base Schools ax

Type All types -

Code Description Area Empty seats

No records to view next =

ii. Enter search criteria and then click the Search button. A list of matching journeys is
displayed.

iil. Highlight the route you want to issue tickets for and then click the Select button to select
the route and close the browse.

b. Select a contractor to issue tickets for:
I. Click the with contractor browse to display the Select Contractor dialog.
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Select Contractor
] Active
{Gior Semc
Company Name Contact Telephone  Active

Al Cars M 0 o
ani1o te
anii31 an
Archer Carrs Hy r 4

Arrow Travel Jo

asa as
Auckland Taxis Jo 8

Bailey Travel Ch o
Barton Private Hire Jo 0
Bernie’s Taxis Be 2 v
............. = =
Showing 1 - 71 of 71

[Close]

ii. Highlight the contractor you want to issue tickets for and click the Select button to select
the contractor and close the browse.

c. Select an entitlement status from the and entitlement menu.
Enter Serial number prefix and Ticket price information as required.
Select an option from the Valid for menu.

10. If you selected an approved application from the who have menu, select an entitlement from
the Entitlement Code menu. The Entitlement Code menu is not displayed if you selected a
different option from the who have menu.

11. Select a Ticket Design.

12. Click the Issue Tickets button to issue the tickets to the selected passengers. A summary page
displays, indicating how many tickets were issued.

[one] People Operations Utilities Admin Welcome I Help I Change Password | Logout

Single passenger Bulk transfer

735 new tickets have been issued with serial numbers 655 to 1389,

Send them to be printed  [] and mark them as printed O

[ details | ﬁ

13. If required, select the Send them to be printed and mark them as printed check boxes and
then click the OK button. The issued tickets are sent for printing.

14. If required, click the details hyperlink to view details of the issued tickets.

NOTE: All selection fields on the Issue Tickets tab are optional.
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Creating Invoices in Bulk
Select the Processes area and select the Multiple passengers page.
Select the Invoice passengers tab.

[one] People QOperations Utilities Admin Welcome |  Change Password | Logout

Single passenger Bulk transfer
Generate invoices for passengers on route route QX goingtobese | Selecta base ax

and with journey entitiement Select Enfitlement -

All invoices generated will share the following details :

Serial number

Invoice issued on 10/03/2017 and due for payment on 10/03/2017

Covering period from unti

Reason for invoics — Please selsct - - W1 Address to carer with financial responsibiiity
Amount (pounds)  or take price from ticket price if available ]

Budget code - Please select - +

If required, select the route and/or base whose passengers you want to invoice.

Select a passenger entitlement code from the Select Entitlement drop-down menu.
If required, enter a Serial number for the invoice.

Enter valid dates into the Invoice issued on, payment on, Covering period from and until
fields.

Select a Reason for invoice.

You can only select reasons that have already been created in One. For more information on
setting up invoice reasons, see Configuring Invoice Reasons on page 145.

If required, select the Address to carer with financial responsibility check box.
Select an invoice amount. There are two ways you can select an amount:

m Enter an amount (in pounds) into the Amount field.

m Select the or take price from ticket price if available check box.

If required, select a Budget code.

Click the Generate invoices button to generate invoices for all passengers who meet the
specified selection criteria.

Bulk Transferring Journeys to a New Route

This utility allows multiple passengers to be transferred from one route to another in a single
operation.

Select the Processes area and select the Bulk transfer page.

[one] People Operations Utilities Admin Welcome Change Password | Logout
Single passenger Multiple passengers
Move passengers from Q to route Q Include drivers and assistants |2| Include expired journeys D

Select the route that you want to move passengers from:

a. Click the Move passengers from browse to display the Select from all available routes
dialog.
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Select from all available routes

Code

Description

Base Schools ax
Type All types -
Area All areas -
Dates All A
Code Description Area Empty seats

Mo records to view next =

[cancet ]

b. Enter search criteria from and then click the Search button to display a list of matching
routes.

c. Highlight a route and then click the Select button to select that route and close the dialog.
Select the route that you want to move passengers to:

a. Click the to route browse to display the Select from all available routes menu.

b. Enter search criteria and then click the Search button to display a list of matching routes.
c. Highlight a route and then click the Select button to select that route and close the browse.

If required, select the Include drivers and assistant and Include expired journeys check
boxes.

Click the Preview button. A list of people who would be affected by the transfer is displayed.

Move passengers from |SHAR2 Q to route | SHARS Q Include drivers and assistant |z| Include expired journeys |:| m
Affected people Stop mapping to be used
_ s People from this step on route: ‘Will move to this step on route:

W A Clapham, Highbury Grove @ 08:00 Transfer but don't allocate to any step 7

M A Sharnbrook Upper School @ 08:25 Sharnbrook Upper School @ 08:25 -

M Be Shambrook Upper School @ 15:30 Sharnbrook Upper School @ 15:30 -

M G Clapham, Highbury Grove @ 15:55 Transfer but don't allocate to any step -

i

Select the passengers you want to transfer using the check boxes in the Affected people
menu.

Use the Will move to this step on route menus to define how the steps on the old route will
map to the steps on the new route. Each step on the old route has its own Will move to this
step on route drop-down menu, enabling you to treat passengers from each step differently.

m To transfer the passengers from a given step on the old route to a specific step on the new
route, select the new step from the old step’s menu.

m To transfer the passengers from a given step on the old route to the new route without
allocating those passengers to a specific stop, select Transfer but don’t allocate to any
step.

m To avoid transferring passengers who use a specific step, select Don't transfer — leave
passenger(s) on old route.

When the Preview button is clicked, One Transport automatically analyses the old and new
routes and suggests a new step mapping in the Will move to this step on route field.
However, the suggested mappings are fully customisable.
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Select one of the following options:

m To create new journeys and end the old journeys, select the Create new journeys menu
option and enter start and end dates for the new journeys.

m To directly change the route code for the selected journeys without creating new journeys,
select the Change route code on existing journeys menu option.

If required, select the Adjust any associated tickets by check box and select an option from
the associated drop-down menu. The available menu items change depending on the option you
selected in the previous step.

m If you selected the Create new journeys radio button you can select to Expire journey
tickets by route/ contractor only, Expire tickets for all passengers or Make no changes
to tickets.

m If you selected the Change route code on existing journeys radio button you can select to
Change route code/ contractor for journey tickets by route/ contractor, Expire Journey
tickets by route/ contractor only or Expire tickets for all passengers.

Click the Transfer selected people button to transfer the selected journeys to the new route.

NOTES: If any of the students you are transferring have an application start date before the start date of
the route to which you are transferring them, you are prompted to confirm you want to continue with the
transfer. Proceeding will not prevent the transfer from working correctly, but it might produce unexpected
results in some reports.

You can also access the Bulk Transfer page using the Bulk transfer passengers onto this route and
Bulk transfer passengers off this route hyperlinks on the Operations | Routes | Passengers tab.

Bulk Transferring Passengers between Stops on the Same

Route

As well as transferring journeys between routes, you can also use the Bulk Transfer routine to
transfer passengers between different stops on the same route.

To transfer passengers between different stops on the same route, select the same route in both
the from and to fields. When you click the Preview button, the same route is displayed in both
columns. You can then use the same stop selection process that you would use to transfer
journeys between different routes to transfer the passengers. See steps 6-10 of Bulk
Transferring Journeys to a New Route on page 40 for more information on this process.

NOTE: When transferring passengers between stops on the same route, One replaces the Change
route code on existing journeys menu option with a Change steps on existing journeys option. This
is because simply changing the route code would not have any effect given that both the old and new
journeys have the same code.
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03 ‘ Maintaining People

The People area enables you to manage people records and customer communications.
Person records can be used to store the details of passengers, carers, drivers and passenger
assistants.

The People area is split into three pages: Personal info, Driver/Assistant info and
Communications & complaints.

Managing Personal Information

The People area enables you to view and manage person details within One Transport.

You must select a person before you can manage his or her details. Once selected, you can
view or edit a person’s details by selecting the relevant tab and highlighting the desired data
item. The following tabs are available on the Personal info page:

m Personal — enables you to view and edit the person’s personal information.
m Contact — enables you to view and set contact details for the person.
= Education — enables you to view and edit the person’s school history.

m Relationships — enables you to view and edit a person’s carer details, and view whether a
person is a carer for anyone else.

m Status — enables you to view and edit care and court order details for a person, set the
person’s home and funding LA, define whether the person is an Asylum Seeker or Student
Carer, specify whether the person is involved with Social Services and define whether they
are part of a Services or Traveller Family.

m Special Needs — enables you to view and edit a person’s special transport needs, SEN
history and registered disabilities.

m Financial — enables you to view and edit a person’s Low Income Family (LIF) and Free
School Meals (FSM) status.

Selecting a Person

1. Select the People area and ensure that the Personal info page is selected.

Admin Welcome | Help | Change Password Logout

Search for

Name

Perzon Id

Postcode

Base

Gender

UPN

Date of birth

NCY from

Drver / assistant info

Active people in this authority

Type

Select a base

Either

NCY - |to NCY

one Processes People Operations ji
P!

Communicatio

-

ax

-

s & complainis

No person selected

=0 0 2 R D T

Use contains matching for names [ ]
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Enter search criteria for the person you want to select. You can enter the following criteria:

m Search For: Enables you to search for Active people in this authority, All people in this
authority, Active people in any authority or All people in any authority.

NOTE: When searching for Active people in this authority, One returns passengers whose Home LA
number, or the LA number of their correspondence address, matches your authority’s LA number.

For more information on defining a passenger’'s home LA, see Recording Status Details on page 54.

= Name.

m Person ID: A unigue reference number that is generated by One when a new person is
added to the database.

m Postcode.

m Base: Returns students who attend the selected school.
m Gender.

= UPN.

m Date of Birth.

m NCY range: Use the From and To NCY drop-down menus to specify an NCY range for the
search.

Click the Search button. A list of the people who match the entered criteria displays.

If a person has a SEN status of S (Statement) or E (EHCP), then the corresponding status letter
is displayed before their name in the search results. This enables you to see which people have
SEN statements or EHCP plans in place without having to select them.

NOTE: Click the export hyperlink at the bottom of the list to export the returned search results into a
spreadsheet file.

Highlight the person you want to view.

NOTE: One Transport displays the number of results matching the entered search criteria at the bottom
of the search panel. However, Access Control List (ACL) restrictions are applied in-between the search
being completed and the results being displayed. Therefore, the number of results visible on screen may
not match the given number of results, depending on the ACLs applicable to your One user ID. For more
information on ACLs in One see the RG_ACL_ACL Definition reference guide, available from

www.onepublications.com and My Account.

Creating a Person

Select the People area.

Ensure that the Personal info page is selected.

Click the Search button to display a list of active people.

Click the create a new person hyperlink to display the Create a new person dialog.

Create a new person

Enter the new person’s First name and Surname into the relevant fields.

Click the Create a new person button to create the new person record.
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Editing Personal Details

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Ensure that the Personal tab is selected. Editable fields relating to the person’s details are
displayed.

Status | Active > since | dd because
Date of birth 13/09/2000 Age 14100 Memo Transportmemo
Gender Female ~ Title Select >

First name % (thosen firstname)

Middle name(s)

Sumame #  (chosen sumame)

[ view name history ]

¥ Ethnicity / religion / culture
¥ Languages

» Deceased

> Student udfs

¥ Person udfs

> » » > > > > > > > > > B B B P > P> P> P B B

[ 1

Make the required changes. The Personal tab is split into four sections:
m Personal Details: Fields relating to the person’s names, age and gender.

= Ethnicity / Religion / Culture: Fields relating to the person’s nationality, religious beliefs,
and cultural background.

m Languages: Enables you to select the person’s home language, and a different first
language if required.

m Deceased: Enables you to record a date of death, if required.

Click the Save button to confirm your changes.

Marking a Person as Inactive

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Ensure that the Personal tab is selected.

Select Inactive from the Status menu.

[one] Processes Operations Utilities Admin Welcome Change Password Logout
F Driver / assistant info Communications & complaints
Search for Active people in this authority > A
[ clear | show all | hide all | E (no email address) [actions W]
Name DOB Posicode
[ Passenger info | Personal info | Driver / assistant info |
~

o | IR I
Status since ddfmm because reason forinactivity

Click the Save button to confirm your changes.

NOTE: To re-activate the person, select Active from the Status menu.
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Recording a Person’s Contact Details
1. Select a person. For more information on selecting a person, see Selecting a Person on page

43.
2. Select the Contact tab. Editable fields relating to the person’s contact details are displayed.
aQ
3. Enter Primary contact number, Mobile number, Business number, Email and Addressee
details as required.
4. Select a correspondence address for the passenger:

a. Click the Correspondence browse to display the Address history list dialog.

Address history list for Amms s

From Until 5 Address

[ add address from main catalogue | remove address | see address details |

Type
Bank

College

Home Address

Early Years

Correspondence

b. Highlight an address and click the see address details hyperlink. Editable fields related to

address details are displayed.

Address history list for A me

,

Unique to this address
Builiey e

Buiki

Shared with other address

From Until - Address Type Carrespondence

S dulais

c. Select the Correspondence check box. This box denotes which of the addresses in the
passenger’s address history is the current correspondence address. A passenger can only
have one correspondence address at a time.

d. Click the Save button and then click the Close button to close the dialog and populate the
Correspondence and Landline number fields with the selected address’s details.

5. Click the Save button to save your changes.
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Editing a Person’s Address History

Adding an Address to a Person’s History

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Select the Contact tab. Editable fields relating to the person’s contact details are displayed.

Click the Correspondence browse to display the Address history list dialog.

Address history list for A mms
From Until Address Type  Correspondence
15 Bank
B A
14 College O
22 Home Address
Bol Eariy Years O M
[ add address from main catalogue | remove address | see address details ] ﬁ

Click the add address from main catalogue hyperlink to display the Add an address page.

Add an address for

Look for the address in the main catalogue

Posteode

Sireet address

[Eea] Search

Enter either the Postcode or Street address of the address you want to add and then click the
Search button. A list of the addresses that match your criteria is displayed.

Add an address for A e

Wairess’ o | T

A Unigue to this address.

Shared with other address
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Highlight the address you want to add and then click the Add this address button to add the
address and return to the Address history list dialog.

NOTE: If the address you want to add is not in the address catalogue, click the create new address
hyperlink to display the Create a new address dialog. For more information on using the Create a new
address dialog to create new addresses, see Adding an Address to the Address Catalogue on page
127.

If required, enter valid dates into the From and Until fields.

If required, select the Correspondence check box to mark the new address as the person’s
correspondence address.

Select an Address Type.
Click the Save button to save the new address and close the dialog.

Editing the Addresses in a Person’s Address History

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Select the Contact tab. Editable fields relating to the person’s contact details are displayed.

Click the Correspondence browse to display the Address history list dialog.

From Until 5 Address Type Correspondence

15 Bank
~
14 College

22 Home Address

oRO0O

Bol Early Years A

[ add address from main catalogue | remove address | see address details |

Highlight an address and then click the see address details hyperlink. Editable fields related to
address details are displayed.

From | Until - Address Type Correspondence

15 Bank
o A

14 College m|

22 Home Address

Bol I Early Years ] el
[ add address from main catalogue | remove address | hide address details | @
From dd Until 1 AddressType H - Home Address Comespondence [

LECERMY  Map & GeoLocation

Unique to this address
Buikding number i UPRN
Building name OSAPR

Apartment LA — Please seizct —

[ edit these details ]
Shared with other address
Strest .

-J- Street name (2)

Districtivillage Crownhill Townicity Milto Keynes
County Country UK - United Kingdom

Postcods USRN

[ edit these details ]
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5. Make the desired changes. For more information on editing addresses, see Editing an Address
on page 129.

To edit the fields in the Unique to this address and Shared with other address sections, click
the edit these details link underneath the desired section and then click the Yes — edit
address details button on the following warning dialog. The fields become editable.

6. Optionally, geocode the address:

a. Click the Map & GeoLocation tab to view the address’s current geocode details and location
on the map.

[!/,

——

f ST NEOTS | \\

"

Py ¥
Iﬁ'll Priory
S

olmworth

= \-
r\—'é—"--. ) ]
El\\uf:_“'yhoslon_ A
¥ ‘i-

b. Click the edit these details hyperlink. A confirmation dialog appears.

c. Click the yes- edit address details button to close the dialog and make the geocode fields
editable.

d. Enter the desired Easting and Northing values. Alternatively, click and drag the address’s
icon to the desired spot on the map.

e. Click the Save button to save your changes and close the dialog.

NOTE: The authority must have the GISv4 licence in order for you to use One Transport’s geocoding
features.

Click the Close button to close the Address history list dialog.
Click the Save button to save your changes.

Deleting an Address from a Person’s History

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

2. Select the Contact tab. Editable fields relating to the person’s contact details are displayed.

3. Click the Correspondence browse to display the Address history list dialog.

Transport Back Office Handbook _



Maintaining People

Address history list for A s

From Until - Address Type Corresy pondence
15 Bank O
14 College O
22 Home Address
Bol Early Years O ™

[ ada adaress from main catalogue | remove address | see aodress details | m

Highlight an address and then click the remove address hyperlink. A warning dialog is
displayed.

Click the Yes - remove button to close the dialog and remove the address from the person’s
history.

NOTE: Removing an address from a person’s history does not remove that address from the Address
Catalogue.

Recording a Person’s Education Details

Education information is managed through the People | Personal info | Education tab. The
Education tab enables you to record a person’s UPN (Unique Pupil Number), ULN (Unique
Learner Number) and NCY (National Curriculum Year), as well as adding the person’s school
history.

You can also view a passenger’s admissions information through the Education tab. To do so,
click the view information from admissions module hyperlink. A report showing the
passenger’s preferences and associated bases is displayed.

Editing UPN, ULN and NCY Numbers

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Select the Education tab to view the person’s UPN, Local UPN, ULN and NCY numbers as
editable fields.

[one] Processes Operations Utilities Admin Welcome i I Change Password |

Driver [ assistant info Communications & complaints

Search for Active people in this authority -

@
(oenr sow o o [ | B o meimia
(no emsil address) [ sctions ¥]
Name DOB Postcode
[ Passenger info | Personal info | Driver | assistant infa |

uPN NCY | 8 including ofisetof 0 Not following NCY []

~

Local UPN

ULN

[ view information from Admissions module | (Opens in a new browser tab)

Last updated by 3t 10:49 on 07/07/2014

Make the required edits.
Click the Save button to save your changes.

Adding a School to a Person’s School History

Select a person. For more information on selecting a person, see Selecting a Person on page
43

Select the Education tab.

Open the School History section. A list showing the schools that the person attends and has
previously attended is displayed.

Click the add school to history hyperlink to display editable fields related to school details.
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[ 2dd school to history

School Select a base ax * From | gori0/2014 | % Until
Joined because -- Please =elect - hd 50 - days { week

Left because -- Please select — -

Regisiration type -- Please select — b

Registered O Dual registration O

Guest O Residential O

»Udfs

[ Cancel ]

5. Select the school that you want to add:

a. Select the School browse to display the Choose a base dialog.

Looking for

Choose a base

Maintaining People

LEA All
Type Type
Control - Please select —
Active
o
Base Name * School Number LEA Base Type
Abbey Middle Schoal 4001 999 JUN
Westfield Middle School 4033 999 MID

Showing 1 - 2 of 2

[ 1 [cancel]

b. Enter search criteria and then click the Search button to view a list of matching bases.

c. Highlight the school you want to add and then click the Select this base button to select the
school and close the browse.

6. Enter valid dates into the From and Until fields.

7. Enter Joined because, Left because, days/week and Registration type information as
required.

Select the Registered, Guest, Dual registration and Residential check boxes as required.
Click the Save button to add the school to the person’s history.

Removing a School from a Person’s School History

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Select the Education tab.

Open the School History section. A list showing the schools that the person attends or has
attended is displayed.

4. Highlight the school you want to remove.
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05/06/2004 Z5 8DD
03/07/2006
12/04/1961 Z7 3BD
29/11/1982 Z7 1CC
08/01/2000
31/03/2007 Z7 BCD

[ coc: R e | s

UPN NCY | 4 including offsetof | O
Local UPN
ULN

[ view information from Admissions module ] (Opens in a new browser tab)

Mot following NCY  []

08/10/2000 Z9 7AB
11/01/2004 Last updated by System Administrator at 15:32 on 11/07/2013 [ 1
08/12/1983 711 S5AB
12/03/1957

06/04/1996 Z9 ODA v School History

16/04/1975 Z9 BAB School Days [ week From - Until

17/02/195% Bishop's Waltham Junior School 5 01/09/2010
31/08/2003 Z11 0BC

26/04/2000 Z7 5BD

30/06/2006

06/08/1957
o [ add school to history | remove school from history ]

A/NE/1084

Click the remove school from history hyperlink. A confirmation dialog is displayed.

oo

Click the Delete button to remove the school from the person’s history.

Editing a Person’s Carers

A person’s carers are managed through the People | Personal info | Relationships tab. You
can nominate any person in the One Transport database as a carer for another. A list of the
people that a given person is a carer for is displayed in the Carer For section of the
Relationships tab.

Adding a Person’s Carer

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Click the Relationships tab. A list of the person’s carers and the people that person is a carer
for is displayed.

e w Cared for by

a This perann is eared for by the inllswing peopin

i Name = Gemder Relationship Parental  Financial
o

A

A

a ki roew cares

A

a

e w Carer for

L This peraon is a earer far the fellawing peopis

A Name - Gemer Retationship Parental Financial
A

a

A

A

hange this list, go in the selevant persan nnd ehangs thesr enrers|

Click the add new carer hyperlink. Editable fields related to carer details are displayed.

+ Cared for by
This person is cared for by the foliowing people ©

Name Gender Relationship Parental Financial
[ add new carer | ther dependants of this carer ]
Name Selectaperson | QX ¥ Gender
Relationship relationship ~ | ¥ Parental |:| Financial |:| Contact order Courtorders | 0
Address Q Phone number
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4. Select the person that you want to add as a carer:
a. Click the Name browse to display the Select a person dialog.

Select a person

Search for Active people in this authority -
Name

Person Id

Posteode Type | Any -
Base Selecta base ax
Gender Eitner -
UPN

Date of birth

NCY All -

Use contains matching for names D

[ clear | show all | hide all

Name DOB PostCode

No records to view next =

[ cancet ]

Maintaining People

b. Enter search criteria and then click the Search button to bring up a list of people who match

those criteria.

c. Highlight the carer you want to use and then click the Select button to select the carer and

close the dialog.
Select the person’s Relationship to the carer.

Enter Contact order, Court orders, Address and Phone number information as required.

Click the Save button to save your changes.

You can only add carers who have already been added to One as a person. For more
information on adding people records to One, see Creating a Person on page 44.

Removing a Person’s Carer

1. Select a person. For more information on selecting a person, see Selecting a Person on page

43.

2. Click the Relationships tab. A list of the person’s carers and the people that person is a carer

for is displayed.
3. Highlight the carer you want to remove.

el By Opeitaivacer) Uikt Bl Welcome ; e
Driver [ assistant info Communications & complaints
Search for Active people in this authority - ]
[ clear | show all | hide all ] E (no email address) [actions ¥]
Name DOB Postcode
. i [ Passenger info | Personal info | Driver / assistant info |
~

1

« Cared for by

This person i cared for by the following people
Name 4 Gender Relationship Parental  Financial

F Mother Y N

[ add new carer | remove selected carer | view other dependants of this carer |

4. Click the remove selected carer hyperlink. A warning dialog is displayed.
5. Click the Yes button to remove the carer.
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Recording Status Details

The People | Personal info | Status tab enables you to record a person as having a particular
status, such as being part of a services family or subject to a care order.

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43

2. Select the Status tab.

[one] Processes Operations Utilities Admin Welcome | Help | Change Password
Drver [ assistant info Communications & complaints
Search for Active people in thiz authority -
[ clear | show all | hide all ] 3 E (no email address) [ actions W]
Name DOoB Postcode
[ Passenger info | Personal info | Driver / assistant info |
-~

Status{es) O O O O O 0O
Home LA local authority -

Funding LA local authority -

3. Use the Status(es) check boxes to select the required status. The available statuses are:
m Services family
m Traveller family
m Care order
m Student carer
m Social services
m Asylum seeker

4. If you selected the Asylum seeker check box, select a status from the asylum status drop-
down menu.

Select the person’s Home LA and Funding LA.
Click the Save button to save your changes.

Managing Care Orders

You can record and edit a person’s care orders through the Public care section of the People |
Personal info | Status tab.

Recording a Care Order

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

2. Select the Status tab.

3. Open the Public care section and click the add a new care order hyperlink. Editable fields
relating to care orders are displayed.
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w Public care

Category = From Until Reason ceased

[add a new care order

3 Category category - | #*
L& local authority -
From * Until T Yy Cuml. days in last year 1] this year| 0

h Reason ceased reason -

e I L A e A - e A e

Enter a Category for the care order.

If required, select the LA that issued the care order.

Enter the start date of the care order into the From field.

If required, enter the end date of the care order into the Until field.

If applicable, select the reason that the care order was ceased from the Reason ceased menu.
Click the Save button to save your changes.

Deleting a Care Order

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Select the Status tab.
Open the Public care section and highlight the care order you want to delete.

+ Public care
Category = From Until Reason ceased

Full Care Order 20/10/2014

['add a new care order | remove selected care order |

Catsgory FC - Full Care Order v |*
LA local authority -
From 20/10/2014 #*  unii Cuml. days in last year o this year| 316

Reason ceased reason b4

(S B A O e

Last updated by System Administrator 8t 13°45 on 0%/10/2014

Click the remove selected care order hyperlink. A confirmation dialog is displayed.
Click the Yes button to delete the care order and close the dialog.

Managing Court Orders

You can record and edit a person’s court orders through the Court Orders section of the
People | Personal info | Status tab.

Recording a Court Order

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Select the Status tab.

Open the Court orders section and click the add a new court order hyperlink to view editable
fields relating to court orders.
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» Public care

« Court orders

Type + From Until Dependant

[ add a new court order

Type type - %

From N * Until

BB Lo B SRR T R B Tl IS e ol O

Qx#

Select an order type from the type drop-down menu.
Enter the start date of the order into the From field.

If required, enter the end date of the order into the Until field.

Select a dependant:

a. Click the Dependant browse to display the Select a dependant dialog.

Select a dependent

Name = Gender Relationship Parental Financial
Al F Aunt Y Y
M F Mother Y N
R M Mother ¥ N

[ cancel | [ Search all people |

b. Highlight the dependant named on the court order and then click the Select button to add the

carer to the order record and close the dialog.

Select a carer:

a. Click the Carer browse to display the Select a carer dialog.

Select a carer

Name * Gender Relationship Parental Financial

] Self N N

[ cancet ] [ Search all peopie |

b. Highlight the carer named on the court order and then click the Select button to add the carer

to the order record and close the dialog.

9. Click the Save button to add the order.
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Deleting a Court Order

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Select the Status tab.

Open the Court orders section and highlight the court order you want to delete.

& » Public care

A

I + Court orders

Al Type « From Until Dependant Carer

A Education Supervision Order 08/10/2014 M A

Al

A

A [add a new court order | remove selected court order 1

A

a [ actions W]
A Type ESO - Education Supervision Order - ¥

A

e From DBM0/2014 * until

A Dependant " QX% Carer | A Qx*
Al

A v »Udfs

View 1 - 100 of 190,552 next > [ Cancel]

4. Click the remove selected court order hyperlink. A confirmation dialog is displayed.

Click the Yes button to delete the court order and close the dialog.

Managing Special Needs

You can record and edit a person’s transport needs through the Special transport needs
section of the People | Personal info | Special needs tab.

Adding a Special Need

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

2. Select the Special needs tab and open the Special transport needs section.

3. Click the add a new need hyperlink to display editable fields related to need details.

Search for Active people in this authority . Al DOB 12 D 9070576
e o e (R | g =
Name DOB Postcode
% [ Passenger info | Personal info | Driver / assistant info |
; A~
Mg
AE [ view information from SEM module ] (Opens in & new browser tab}
Ad + Special transport needs (1 current)
Ai
| Need Respansible person Add seats From until
At MTA - Must Travel Alone o 06/10/2014  31/10/2014
A [ 200 new need | 1
A Need Select Meed v | Additional seats| 0 Memo T
A
Comments
Az
A Responsible person Select a3 person ax
As From ’ Unil
A
A » Udf
A

4. Select a Need type.

The Need menu only shows those need types that have already been set up in One. For
information on setting up additional need types, see Configuring Special Need Types on page
147.
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Enter Additional seats, Comments, Responsible person, From and Until information as
required.

Click the Save button to save your changes.

Editing a Special Need
Select a person. For more information on selecting a person, see Selecting a Person on page

43.

Select the Special Needs tab and open the Special transport needs section to view a list of
the person’s current transport needs.

Highlight the need you want to edit. Editable fields relating to that need appear.

Logout

Search for

Mame

m M m M m ™ m m M m mmm M

Utilities Admin Welcome
Driver [ assistant info Communications & complaints
Active people in this authority >
bob & E (no email address)
[ clear | show all | hide suj
[ Passenger info | Personal info | Driver / assistant info |
Name DOB Postcode

A T T

[ view information from SEN module ] (Opens in a new browser tab)

+ Special transport needs (1 current)

MNeed Responsible person

HARN - Harness

[ 2dd new need | delete selected need |

Need HARN - Hamess > %
Gomments

Responsible person Select a person

From dd/mm Until

Special needs Financial
Add seats From
o

Additional seats| 0

Until

[ actions ¥ |

Memo  F

ax

Make the required changes.

Click the Save button.

Removing a Special Need
Select a person. For more information on selecting a person, see Selecting a Person on page

43.

Select the Special Needs tab and open the Special transport needs section to view a list of
the person’s current transport needs.

Highlight the need that you want to delete.

Utilities Admin Welcome
Driver / assistant info Communications & complaints
Search for Active people in this authority -
(s L g2] (noemai address) {atbons W]
[ clear | show all | hide euj
[ Passenger info | Personal info | Driver f assistant infa |
Name DOB Postcode
B
B,
. [ view information from SEN module ] (Opens in & new browser fab)
B w Special transport needs (1 current)
B * 5
Need Responsible person Add seats From Until
Bj
HARN - Harness
B
[ 30d new need | delete selscted need |
A

Click the delete selected need hyperlink. A warning dialog is displayed.
Click the Delete button to delete the selected need.
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Managing a Person’s SEN Status

The SEN Stage History records for the student are displayed. The information is view only and
shows SEN Stage, Source, Start Date and End Date which can be sorted by clicking on a field
header.

Active people in this authority b i | i (M)
& roemat
Persald | DOS2%
| [ N Y e |
(Ejanir._~ aifol/zo0 wiew information from SEN module | [Dpens in & new beowsar ish
» Special transport needs (0 current)
+ SEN stage history
Stage Source Startdate .  End date
Education Health and Care Plan s 11/11/2015
School Action EM5 18112/2013
Statement s 1312/2013
Statement s 17/07/2013
3 Disabiliies (0

If a person has a SEN status of S (Statement) or E (EHCP), then the corresponding status letter
is displayed before their name in person search results throughout One Transport. This enables
you to see which people have SEN statements or EHCP plans in place without having to select

them.

Recording a Person’s Disability Status

You can record and edit a person’s disability details through the Disabilities section of the
People | Personal info | Special needs tab.

Recording a Disability

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

2. Select the Special Needs tab and open the Disabilities section.

3. Click the add a new disability hyperlink. Editable fields relating to disability details are
displayed.

» Special transport needs (1 curment)

» SEN stage history

£ F EERE E

~ Disabilities (0 currant)

rE

o Fron -

4. Select a disability type from the Description field.
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If the disability is the person’s primary disability, select the Primary? check box.
Enter valid dates into the From and until fields.

Click the Save button to add the disability.

Editing a Disability

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

2. Select the Special Needs tab and open the Disabilities section. A list of the person’s currently
recorded disabilities is displayed.

3. Highlight the disability you want to edit. Editable fields related to that disability are displayed.

» Special transport needs (1 current)
» SEN stage history

+ Disabilies (1 current)

Brescriplion < Primary? Fram kil

4. Make the required changes.
Click the Save button.
Deleting a Disability

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

2. Select the Special needs tab and open the Disabilities section. A list of the person’s disabilities
is displayed.

[ view information from SEM module ] (Opens in a new browser tab)

» Special transport needs (1 current)
¥ SEN stage history

+ Disabilities (1 current)

DRaglsterec disabled numpe Are day-to-day activities substantially affected? Impairment -

Description * Primary? From Until

Hearing Mo 08/10/2014

p T T e S i M I S T R T T T ]

[ add & new disability | delete selected dizability |

3. Highlight the disability you want to delete and then click the delete selected disability
hyperlink. A warning dialog is displayed.

4. Click the Yes button to delete the disability and close the dialog.
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Recording a Person as Registered Disabled

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

2. Select the Special needs tab and open the Disabilities section. A list of the person’s disabilities
is displayed.

3. Select the Registered disabled check box.

[ view information from SEN module | (Opens in a new browser tab)

¥ Special transport needs (1 current)
> SEN stage history

+ Disabilities (1 current)

Dﬂeglstere: disabled number Are day-to-day activities substantially affected? Impairment -

[ 1

2 e > 2 > BB P P>}

4. If known, enter the person’s disability registration number.
Select an impairment status from the Impairment menu. The available options are:
= Impairment
m Declined to Specify
m Disabled
= Not Disabled
= Not Known

6. Click the Save button to save your changes.

Managing a Person’s LIF Status

You can record and edit a person’s Low Income Family (LIF) details through the Low Income
Family section of the People | Personal info | Financial tab. This information is used when
assessing transport eligibility.

Recording a LIF Event

1. Select a person. For more information on selecting a person, see Selecting a Person on page
43.

2. Select the Financial tab.

0. [& (moemst sgaress)

w Low Income Family

Hecorded events esulting effective LII status
Checked From Until Status Fram * Until

uid e LIF

3. Open the Low Income Family section and click the add new LIF button to display the Add/
Edit LIF status dialog.
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Add/Edit LIF status

Enter valid dates into the From, Until and Checked Date fields.

Click the Save button to add the event and close the dialog.

Deleting a LIF Event

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Select the Financial tab.

Open the Low Income Family section and highlight the LIF event that you want to delete.

SRR scarcr | (2] (o el ckeess)
astcode

w Low Income Family

Recorded events Resulting effective LIF stats
Checked From until Status From * Until

BB oBiBI R P B b

101042014 22/10/2018 Recorded LIF 101072014 22/10/2014

> B B B b BB

Click the Delete hyperlink. A warning dialog is displayed.

Click the Yes button to delete the record.

Managing Driver and Passenger Assistant Information

The People | Driver/assistant info page enables you to view and manage driver and
passenger assistant details within Transport.

You must select drivers/assistants before you can manage their details. You can view or edit
driver/assistant information by selecting the relevant tab on the Driver/assistant info page and
highlighting the desired data item. The Driver/assistant info page includes the following tabs:

m Role details — enables you to view and edit a driver/assistant’s role, badge number, licensing
details, status and contractor details.

m Checks — enables you to view, record and edit clearance checks for the selected
driver/assistant.

m Training - enables you to view, record and edit details of training courses undertaken by the
selected driver/assistant.

m Bases — enables you to view and edit the list of bases that the selected driver/assistant can
operate from.

= Routes — enables you to view a list of the routes worked by the driver/assistant.
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Selecting a Driver/Passenger Assistant
1. Select the People area and select the Driver/assistant info page.

[one] Proces

Maintaining People

Welcome | Help |

Change Password |

Operations  Utilties  Admin

Search for People = No person selected
Cnn;ractcr ax
Base Select a base ax
Gender Either -
Use contains matching for names  []
[-:ear]
2. Enter search criteria for the driver/assistant you want to select. You can search using the
following criteria:

m Search For: Select from People, Drivers, Passenger assistants or Passenger. If you
select any option other than People, an additional drop-down called Role Status is
displayed. From here you can further refine your search criteria by selecting Active (default),
Inactive or All.

= Name

m Contractor: Returns drivers/assistants who work for a specific contractor.

m Person ID: A unique reference number that is generated by One when a new person is
added to the database.

m Postcode

m Base: Returns drivers/assistants who travel to a specific base.

m Date of Birth

m Gender.

3. Click the Search button to display a list of drivers/assistants that match the entered search

criteria.

spreadsheet file.

NOTE: Click the export hyperlink at the bottom of the list to export the returned search results into a

4. Highlight the driver/assistant you want to view.

58 |
Drivers = D e ! -
Role Statug At . g Stree m test@madeupperson com [an
won e o0 [ |, g

Name pos Postode

p . [ ovcio | Tovis |f ees |l Fods |
Fole detais
A 1] v ]
A 1] » v Driver = ns
o o
[} M A -
© B | PSV-P5VLikence -
H 23y 1M W
P 24/ 4 M ] Wi V- Vetted -
W L o CCE - County Council Employes =
R W ]
T 0Ly 55 Mu J
FFF company Itd ax

Transport Back Office Handbook




Maintaining People

NOTES: You can also select driver/passenger assistant details via the People | Personal info page.
Select drivers/assistants with the Driver/Assistant Info page when you want to view or edit details
specifically relating to that person’s role (such as contract details or training completed) and the

Personal info page when you want to view or edit personal details such as the driver/assistant’'s name
and address.

One Transport displays the number of results matching the entered search criteria at the bottom of the
search panel. However, Access Control List (ACL) restrictions are applied in between the search being
completed and the results being displayed. Therefore, the number of results visible on screen may not
match the given number of results, depending on the ACLs applicable to your One user ID. For more
information on ACLs in One see the RG_ACL_ACL Definition reference guide, available from
www.onepublications.com and My Account.

Creating a Driver/Passenger Assistant

Create a person record for the driver/passenger assistant. For more information on creating
people records, see Creating a Person on page 44.

Select the person record that you just created. For more information on selecting
drivers/assistants, see Selecting a Driver/Passenger Assistant on page 63.

Ensure that the Role details tab is selected. Editable fields related to the driver/assistant’s role
are displayed.

Role ty

Select role type - [actions 7]
Badge number Memo
Licenced (]
Checked O

Status typs Select status type -

Role ends on

> B om B B> DB BN D OB DS

[

Select either Driver or Passenger Assistant from the Role Type menu.

Enter Badge number, Licenced, Checked, Status type and Role ends on details as required.
Select a contractor:

a. Click the Contractor browse to display the Select Contractor dialog.

Select Contractor

] Active
[ Clear Search
Company Name Contact Telephone
Al Cars M3 o
anilo te:
ani131 ar
Archer Carrs Hy T 4
Arrow Travel Jo 8
asa as
Auckland Taxis Jo
Bailey Travel Ch

Barton Private Hire Jo

NREAERAERE
§
>

Bernie's Taxis Be

D m o v @

18
<

Showing 1 - 71 of 71

[ Close

b. If required, enter the contractor's name into the Search with company name box and then
click the Search button. A list of contractors matching the entered details is displayed.

c. Highlight a contractor and then click the Select button to select that contractor and close the
browse.
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Click the Save button to save your changes and convert the standard person record to a
driver/assistant record.

Editing Driver/Passenger Assistant Role Details

Select a driver/passenger assistant. For more information on selecting drivers/assistants, see
Selecting a Driver/Passenger Assistant on page 63.

Ensure that the Role details tab is selected. Editable fields relating to the driver/assistant’s role
are displayed.

Make the required changes.
Click the Save button to save your changes.

NOTE: The People | Driver/Assistant Info | Role Details tab only enables you to edit a
driver/assistant’s role details, such as their Badge Number or Role Type. To edit a driver/assistant’s
personal details, use the People | Personal info | Personal tab. For more information on editing
personal information, see Editing Personal Details on page 45.

Recording Driver/Assistant Clearance Checks

One Transport v4 enables you to record the results of DBS (Disclosure and Barring Service)
checks against drivers and passenger assistants. DBS checks have replaced CRB (Criminal
Records Bureau) checks.

Adding Clearance Checks

Select a driver/passenger assistant. For more information on selecting drivers/assistants, see
Selecting a Driver/Passenger Assistant on page 63.

Select the Checks tab.
Click the add new check hyperlink. Editable fields relating to check details are displayed.

[one]  Processes Operations  Utilties  Admin Welcome | Change Password |  Logout
Personal info r assista fi Communications & complaints
Search for Drivers = K DOoB [=}}
Rogsttie | \goEie - 11 2 @ Testt1i@testcom iy
jwa‘ls‘o‘uau*w:\ea\] = i - :
[ Passenger info | Personal info | Driver / assistant info
Name DOB PostCode
At M W
At 9 M )
Al e M ‘ Application reference Application date Clearance type Decision Decision date
Dr
G 9 M 8
Hi 2 1M u
Pc 2 4 M R
R4 & 2 [ add new check | de
Ri M
Ti 0 5 M 1
Application reference
Clearance type requesied Select clearance type ~ ¥ on ! *
Disclosure reference Destroy on
Checked on
Decision Select decision = on mlyy *
Countersignatory Select Countersignatory - Reference
Invoice number Amount
Invoice point fype Base -
Invoice point Qx
Memo ¥
[ cancel ]
Showing 1 - 10 of 10
[export]

Transport Back Office Handbook -



Maintaining People

Enter an Application reference.

Select a clearance type from the Clearance type requested field and enter a valid date into the
on field.

Enter Disclosure reference, Destroy on, Checked on, Decision, Countersignatory,
Reference, Invoice number and Amount details as required.

Select an Invoice point type. The invoice point type denotes the type of entity to be invoiced for
the check. The available options are Base, Contractor, Employee and Person.

Select an invoice;

a. Click the Invoice point browse to display a selection dialog. The selection dialog presented
varies depending on the invoice point type selected:

Selecting Base from the Invoice point type menu causes the Choose a base dialog to
open when the Invoice point browse is clicked.

Selecting Contractor from the Invoice point type menu causes the Select Contractor
dialog to open when the Invoice point browse is clicked.

Selecting Employee from the Invoice point type menu causes the Select an employee
dialog to open when the Invoice point browse is clicked.

Selecting Person from the Invoice point type menu causes the Select a person dialog
to open when the Invoice point browse is clicked.

b. Search for and select the invoice.
Click the Save button to add the check.

Deleting Clearance Checks

Select a driver/passenger assistant. For more information on selecting drivers/assistants, see
Selecting a Driver/Passenger Assistant on page 63.

Select the Checks tab.
Highlight the check you want to delete.

[one] Processes Operations Utilities Admin Welcome | Change Password | Logout
Personal info Driver | assistant infc Communications & complaints
Search for Drivers - D: DoB D%
Role Status Active M High Street, El tesl@madeupperson.com [ actions ¥
[ clear | show all | hide all |
[ Passenger info | Personal info | Driver / assistant info
Name DoB PostCode
As M N
Al (1] M ]
Al o M % Application reference Application date Clearance type Decision Decision date
DCo102 01/02/2003 L99 Cleared 21/02/2003
G 1] M \
2 1 1)
Pe 2 4 4
i d : add new check | delete selected check ]
Ri

Click the delete selected check button. A warning dialog is displayed.
Click the Yes button to delete the check.
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Recording a Driver/Assistant Training Course

The People | Driver/Assistant Info | Training tab enables you to record the details of any
courses or qualifications that the selected driver/assistant may have taken.

Adding a Training Course

Select a driver/passenger assistant. For more information on selecting drivers/assistants, see
Selecting a Driver/Passenger Assistant on page 63.

Select the Training tab.
Click the add new course hyperlink. Editable fields related to course details are displayed.

L 5AB Course description Completion date  Qualification obtained Data source

Description #*
Completed on m % Duration {days)

Qualification Select qualification od
Level Select level v

Cost Fund

[cancel ]

R T e e e T e T R A i T T -

Add a Description of the course.

Enter a valid Completed on date.

Enter Duration(days), Qualification, Level, Cost, Fund and Renewal due details as required.
Click the Save button to add the course.

Deleting a Training Course

Select a driver/passenger assistant. For more information on selecting drivers/assistants, see
Selecting a Driver/Passenger Assistant on page 63.

Select the Training tab. A list of the courses undertaken by the driver/assistant is displayed.

Highlight the course you want to delete.

Name DOB PostCode
[ Passenger info | Personal info | Driver / assistant info |

Course description Completion date  Qualification obtained  Data source

Test 10/10/2014

~

T I e I T e

[ add new course | delete selected course |

Click the delete selected course hyperlink. A warning dialog is displayed.
Click the Delete button to delete the course.
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Editing Driver/Assistant Bases

The People | Driver/Assistant Info | Bases tab shows an editable list of the bases that a given
driver/assistant can operate from.

Adding a Base to a Driver/Assistant

1. Select a driver/passenger assistant. For more information on selecting drivers/assistants, see
Selecting a Driver/Passenger Assistant on page 63.

2. Select the Bases tab.

fe —— —— e

2394 new Gase for hig griver / 3pgistant

cancel

3. Click the add a new base for this driver/assistant hyperlink. The Select a base browse is
displayed.

4. Select the base that you want to add:
a. Click the Select a base browse to display the Choose a base dialog.

Choose a base
Looking for
LEA Al
Type Type
Control — Please select —
Active

Base Name ~ School Number LEA Base Type
Abbey Middle School 4001 999 JUN
Westfield Middle School 4033 399 MID

Showing 1 -2 of 2

[ - [came 1]

b. Enter search criteria and then click the Search button to view a list of matching bases.

c. Highlight the desired base and then click the Select this base button to select the base and
close the browse.

5. Click the Save button to add the base to the driver/assistant record.

Deleting a Base from a Driver/Assistant Record

1. Select a driver/passenger assistant. For more information on selecting drivers/assistants, see
Selecting a Driver/Passenger Assistant on page 63.

2. Select the Bases tab.
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l

ACS Cobham International School

[ add new base for this driver / assistant | remove selected base from the list 1

Highlight the base you want to delete and click the remove selected base from the list
hyperlink. A warning dialog is displayed.

Click the Yes button to delete the base from the driver/assistant record.

Viewing Routes Worked by a Driver/Assistant

Select a driver/passenger assistant. For more information on selecting drivers/assistants, see
Selecting a Driver/Passenger Assistant on page 63.

Select the Routes tab. A list of all the routes that the selected driver/assistant works is
displayed.

Operations Utilities Admin Welcome = | Change Password | Logout

Personal info Driver / assistant info Communications & complaints
Search for Drivers - D DOB 1D
Role Status Active e High Street, @ test@madeupperson.com [ actions ¥]

[ clear | show all | hide all ]

[ Passenger info | Personal info | Driver / assistant info
Name DOB PostCode

A Ly W
A Q M i]
" o i Y between | 20/10/2017 and [achions ¥ ]
D Route Description From Until
G 0 A BDCCO1 Bedford Day Care Centre - Route 01
H 2 ABBOO1 Abbey Middle School
B 2 4 M

If required, enter dates into the between and and fields. The list is filtered to show only those
routes worked by the selected driver during the specified date range.

Managing Communications

The People | Communications & complaints page enables you to record, search for and edit
all transport-related communications. The page is broken down into the following sections:

m Search: Enables you to search for the details of a specific communication.

m Addressing Details: Enables you to view the selected communication’s senders and
recipients.

m Contents: Enables you to view and edit the content of the selected communication.

m Response: Enables you to designate a person to respond to the selected communication
and set deadlines for that response to be sent.

Transport Back Office Handbook _



Maintaining People

m Complaint Details: Enables you to record complaint details and their resulting actions.

You can also access the Communications & complaints page by selecting a passenger or
contractor and selecting either view communications or create communication from the
actions menu.

In One Transport, the term “communication” refers to all transport-related customer and
contractor contact events, while the term “complaints” refers only to those contact events that
have been flagged as complaints. All complaints are communications, but not all
communications are complaints.

Selecting a Communication

1. Select the People area and select the Communications & complaints page. Editable fields
relating to communication details are displayed.

From To  Cc

Show all communications ¥ O O O Q  orabout | Typeofentty v Q

2. Select a communication type to search for from the Show menu. You can choose to search for
all communications or only complaints.

3. Select a person who is involved in the communication:

a. Select one or more of the From, To or Cc check boxes. These check boxes enable you to
specify whether the person is the sender or recipient of the communication.

b. Click the Name browse and select either person or contractor from the pop-up menu. Either
the Select a person or Select Contractor dialogs will appear, depending on the option you
selected.

c. Enter search criteria and then Select the desired person or contractor.
4. Select the subject of the communication:

a. Select a subject type from the Type of entity menu. The available options are person and
contractor.

b. Click the Entity browse. Either the Select a person or Select Contractor dialogs will
appear, depending on the option you selected.

c. Enter search criteria and then Select the desired person or contractor.

Enter valid dates into the between and and fields.

Enter description text into the and which include field.

Click the Search button. A list of communications matching the entered criteria is displayed.

NOTE: To sort the communications by date, click the On label.
From To Cec

Show all communications O 0o O Q  orsbout | Typeofentity v Q
between and and which include in the description. clear ] @
0 Subject From To On Description Is Complaint
1Al St A 03/05/2001 | N
A ¢ A 03/05/2001 O
O Al Ny € 16/05/2001 O
O a N L 16/05/2001 O
1 A St A 03/10/2001 O ¥
1A s 03/10/2001 O

< >
Showing 1 - 100 of 473 next >
[ create new communication |

8. Highlight a communication to select it.
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NOTE: All selection fields are optional. To search for all existing communications, click the Search
button without entering any search criteria.

Reading Communication Messages
There are two ways to read the text of a communication:

m Select a communication and open the Contents section. The content of the message is
displayed in the Body field.

[ create new communication | create follow-up communication | delete communication | search for follow-up messages | read selected communications | set ACL |

Outbound  ~ Letter > on | 16/05/2001 @ | 0000 about | person - Abbott, Charles Q complaint [ [ actions 7]
Mins spent +

»Addressing Details

wContents

Date(s)Sent | 16/05/2001 Received y Printed | d Onletier | 16/05/2001 Referance

Subject test

Body Here is the content of the communication

m Select one or more communications and click the read selected communications hyperlink.
A separate window opens, showing the text of the selected messages in an email-like format.

' £ Tranaport - Commurécat: % 1 htpacis
C &bt

Conversation

05 August 2014 @ 0441 Caubyest, Csubjeet
Ctrom, chrom

Sending a Communication via Email

Select a communication. For more information on selecting communications, see Selecting a
Communication on page 70.

Click the send this communication as an email hyperlink. An email with the same subject and
body as the communication opens in your default email client.

Recording a Communication
Select the People area and select the Communications & complaints page.

Click the create new communication hyperlink. Editable fields relating to communication
details are displayed.
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From c
Show all communications v O 0o 0O Q  orsbout | Typeofentity ¥ Q
between and and which include n the description o
O Subject From To On Description Is Complaint
¥
.
O A ¢ A2 03/05/2001 ]
O a S Az 03/05/2001 O
O al N € 16/05/2001 O
O a Ny € 16/05/2001 O o
O a S Az 03/10/2001 =
< >
sShowing 1 - 101 of 480 next >
1
Inbound Al ~ | on @ | 1538 about | Type of entity Q complaint []
A +
wAddressing Details
From To cc
addme | ad person | add contractor | remove [ sddme | addperson | add contractor | remove 1 [ sddme | addperson | add contractor | remove
»Contents
»Response
»UDFs

Select a communication type from the leftmost drop-down menu. The available options are
Inbound and Outbound.

Select a communication method from the Email menu. The available options are All, Email,
Telephone, SMS, Fax, Letter and Other.

Enter the date and time that the communication was received into the on and @ fields.
Select the subject of the communication:

a. Select a subject type from the Type of entity menu. The available options are person and
contractor.

b. Click the Entity browse. Either the Select a person or Select Contractor dialog is
displayed, depending on the option you selected.

c. Enter search criteria and then Select the desired person or contractor.

If required, select the Complaint check box. Selecting the Complaint check box displays the
Complaint Details section further down the page.

Enter a Description for the communication. Note that this field should contain a description of
the communication, rather than the actual content of the communication.

Enter the number of Mins spent on the communication.

Ensure that the Addressing Details section is open. Enter sender and recipient details into the
From, To and Cc sections. Each of these sections is managed using the same set of functions:

~ Addressing Details

From To Cc

[ addme | add person | add contractor | remove [ addme | add person | add contractor | remove 1 addme | add person | add contractor | remove

m add me: Adds the One username that you are signed in with to the section.
m add person: Opens the Select a person dialog.

m add contractor Opens the Select Contractor dialog.

= remove: Removes any person details from the section.

Open the Contents section and enter the Subject and Body of the communication.
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v Contents

Subject

Body

If applicable, open the Response section and enter details of the required response to the

communication:

v Response

Referred to or responss required from

Select a person

ax

Completed on

a.
dialog.

button to select that person.

C.
d.

Click the Referred to or response required from browse to open the Select a person
. Search for the person who should respond to the communication and then click the Select

Enter a valid date into the by field. This is the date that the person should respond by.
Once the person has responded, enter the date of their response into the Completed on field

If the communication is a complaint, fill out the Complaint Details section:

v Complaint details
Type of complaint

Type of action

Minutes spent

— Please select — i

— Please select — e

with outcome

with outcome:

— Please select — -

- Please select — -

a.
b
C.
d
e

Select a Type of complaint.

Click the Save button to save the communication.

. Select a Type of action. This is the action that was taken as a result of the complaint.
If applicable, enter a date into the Appealed to LA on and with outcome fields.

. If applicable, enter a date into the Appealed to law on and with outcome fields.

. Enter the number of Minutes spent on the complaint.

Recording a Follow-Up Communication

Select a communication. For more information on selecting communications, see Selecting a
Communication on page 70.

Click the create follow-up communication hyperlink.

Show all communications

between and

|:| Subject
O
At
[ A
0 a
[ b
[ A
<

nw =z =z w @

Showing 1 - 101 of 482

From

From To  Go
[

and which include

To

Poaasr >

[ ereate new communication |fereate follow-up communication] | delete communication

or about

Q

Type of entity ~

in the description

On Description
03/05/2001
03/05/2001
16/05/2001
16/05/2001
03/10/2001

search for foliow-up messages | read selected communications

Q
e

Is Complaint

~

B B EEE

next >

set ACL ]
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3. Enter the details of the follow-up communication. For more information on creating
communications, see Recording a Communication on page 71.

Selecting a Follow-Up Message

1. Select a communication. For more information on selecting communications, see Selecting a
Communication on page 70.

2. Click the search for follow-up messages hyperlink. A list of the selected communication’s
follow-up messages is displayed.

From To Ce

Show all communications - |:| D D Name Q or about Type of entity E Q
between Ga/mim and Ty and which include in the description clear ]
| Subject From To On Description Is Complaint
O B L
Ab S Ag 03/05/2001
|
[ AH s Az 03/05/2001 O
O At N € 16/05/2001 |
] as N € 16/05/2001 | ol
] ak s Az 03/10/2001 |

o >
Showing 1 - 101 of 482 next >
create new communication | create follow-up communication | delete communication | seanch for follow-up messages || read selected communications | set ACL ]

3. Highlight a message to select it.

Deleting a Communication

1. Select a communication. For more information on selecting communications, see Selecting a
Communication on page 70.

2. Click the delete communication hyperlink. A confirmation dialog is displayed.

[one] Processes Operations Utilities Admin Welcome | | Change Password I Logout
Single passenger Multiple passengers Bulk transfer
From To Cc

Show all communications  ~ N Y I [ Name Q  orsbout | Typeofentity ~ Entit Q
between nmiyyy and Wimmiyyyy &nd which include in the deseription ]

[ Subject From To On Description Is Complaint

il 102/02/201F7  ccoo O I

| :02/02/2017  letter O

vl 24/07/2014  TL - test Draft B

O 22/07/2014  ARCDEL Providerl communication fog O

| 115/07/2014  fdf O o

| 14/07/2014 Ik O

< >

Showing 1 - 100 of 436 next >

[ create new communication | create follow-up communication (fdelete communication] | search for follow-up messages | read selected communications | set ACL ]

3. Click the Delete button to delete the communication.

Managing the Access Control List for Communications

One Transport features an Access Control List for communications, allowing you to restrict
access to a given communication to a specific user or group.

Adding a User/Group to the ACL

1. Select a communication. For more information on selecting communications, see Selecting a
Communication on page 70.

2. Click the set ACL hyperlink. The Access Control List dialog is displayed.
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Access Control List
Comment
Name of user or group Access rights granted
No records to view next >
[ add userigroup | remove userigroup 1 For users in more than one group "Allow” takes priority ¥
deny any access -
[cancel ]

Click the add user/group hyperlink. The Name of user or group list is displayed.

Access Control List
Comment
Name of user or group Access rights granted
No records to view next =
[ add userigroup | remove user/group ] For users in more than one group "Allow” takes priority ¥
User fgroup name
[cancel ]

Enter the name of the user/group you want to add into the search bar and then click the Search
button. A list of users and groups that match your search criteria is displayed.

Highlight the user/group you want to add and then click the Add button to add that user/group to
the list.

Editing a User Group’s Communication Access Rights

Select a communication. For more information on selecting communications, see Selecting a
Communication on page 70.

Click the Set ACL hyperlink to display the Access Control List dialog.

Highlight the user/group you want to edit.

Access Control List
Gomment
Name of user or group Access rights granted
B2BS Schools deny any access
View1-10f1
[ add userigroup | remove user/group 1 For users in more than one aroup "Allow” takes priority +
B28S Schools deny any access -
p—_
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Select the user’s/group’s new access level from the menu at the bottom of the dialog. There are
four options:

m deny any access

m can read summary only

m can read summary and details

= allowed full access.

Click the Save button to confirm your changes.

NOTE: Some users may be in more than one ACL group. You can specify how One deals with access
conflicts by selecting an option from the For users in more than one group drop-down menu. The
available options are “Allow” takes priority and "Deny” takes priority.

Removing a User/Group from the ACL

Select a communication. For more information on selecting communications, see Selecting a
Communication on page 70.

Click the set ACL hyperlink to display the Access Control List.
Highlight the user/group you want to delete.
Click the remove user/group hyperlink to remove the user or group from the ACL.
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04 ‘ Maintaining Routes and Stops

The Operations area of One Transport enables you to create, edit and delete routes and stops.
Once configured, routes and stops are used as the basis for passenger journeys.

All routes and stops in One Transport v4 have Start and End Dates. These date fields enable
you to enter details of a future stop change.

For example, suppose you know that one stop is due to replace another on July 15" In this case
you could create the new stop ahead of time, setting its Start Date to the 15", before setting the
End Date of the old stop to July 14™.

Managing Stops
The Operations | Stops page enables you to view and manage stops within One Transport.

You must select a stop before you can edit its details. Once you have selected a stop the
following tabs become available:

m Details — enables you to view and edit a stop’s basic details, such as its name and location.

m Boarding and alighting — enables you to view a list of the passengers who board and alight
at the selected stop.

m Routes — enables you to view a list of the routes that use the stop.
= Map — enables you to view the stop on a map.

Selecting a Stop
Select the Operations area.
Ensure that the Stops page is selected. Stop selection fields are displayed.

Routes Contractors Contracts Bulk contract renewal

Route type

Enter search criteria for the stop you want to select. You can enter the following criteria:
m Description

m Address

m Route: Returns stops that are served by a particular route.

m Stop type: Enables you to select from Wayside with address, Roadside with co-ords,
Base, Student/client addresses or All stops.

m Route type: Returns stops that are associated with routes of a particular type. You can select
from Network, Standard or All routes.

m Area: Returns stops that are located in a particular town or city.
m Dates: Enables you to select Current, Past, Future or All stops.

All selection fields are optional. Clicking the Search button without entering any search criteria
returns a list of all stops in One.
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Click the Search button to display a list of stops that match the entered search criteria.

NOTE: Click the export hyperlink at the bottom of the list to export the returned search results into a
spreadsheet file.

Highlight the stop you want to view.

NOTE: One Transport displays the number of results matching the entered search criteria at the bottom
of the search panel. However, Access Control List (ACL) restrictions are applied in-between the search
being completed and the results being displayed. Therefore, the number of results visible on screen may
not match the given number of results, depending on the ACLs applicable to your One user ID. For more
information on ACLs in One see the RG_ACL_ACL Definition reference guide, available from
www.onepublications.com and My Account.

Creating a Stop

Select the Operations area.

Ensure that the Stops page is selected.

Click the Search button to display a list of current stops.

Click the create new stop hyperlink to display editable fields related to stop details.

Stop type All - Details Boarding & alighling
Route type All - Stop type Wayside with address -
£NER fadl e Route type Standard St
Dates Current b

Area code - Select Operational Area -- ¥

felear] i Description Enter descriptio *

Description Type

Stop Address Qx
14 2 =3 #

5 date
1 Start date
1 End date
3 .

[cancel ]

4.

Select a Stop Type. There are five stop types available in Transport: Wayside with address,
Roadside with Co-ords, Base, Student address and Client/person address.

Select a Route Type.
Select an operational area for the stop from the Area Code field.
Enter a Description for the stop.

If you selected Wayside with address from the Stop type menu, select an address for the
stop:

a. Click the Stop address browse to display the Choose an address dialog.

b. Enter a postcode or address line into the search bar and then click the Search button to
search for matching addresses.

c. Highlight an address and then click the Select this address button to select the address and
close the dialog.

If you selected Roadside With Co-ords from the Stop Type menu, enter the Easting and
Northing values for the stop as required.

NOTE: Easting and Northing are geographic coordinates that identify a particular point on a map.

Transport Back Office Handbook




Maintaining Routes and Stops

Stpivie Al = M oaring 4 aigniing m
Route type Al h Stop type Roadside with coords
el ol hd Route type Standard -
Dates Current =

Area code -- Select Operational Area - -

Erleari - Description Enter descrip *

Description Type

Easfing
1
1 A Northing
1 Start date
3

End date
4
i .
Stop type Al = e Boarding & alighting m m
Route type Al - Stop fype Base —
Area ll et Route type Standard -
Dates. Current X

Area code -- Select Operational Area -- -

Lt Description Enter descript *

Description Type

Stop Address (s 1%
1
i oy Base Select a base QX ¥
1 site Mothing selected - *
& Start date
4
Al End date
. —_

a. Select an address for the stop:
i. Click the Stop Address browse to open the Choose an address dialog.

ii. Enter a postcode or address line into the search bar and then click the Search button to
search for matching addresses.

iil. Highlight an address and then click the Select this address button to select the address
and close the dialog.

b. Select the base that is associated with the stop:
i. Click the Base browse to display the Choose a base dialog.

ii. Enter search criteria and then click the Search button to view a list of bases that match the
entered criteria.

iil. Highlight the desired base and then click the Select this base button to select the base
and close the browse.

c. Select a Site for the selected base.
12. If you selected Student Address from the Stop Type menu:

Route type Al e Stop fype Student address -
Arce Al T Route type Standard -
Dates Current b
Area code -- Select Operational Area -- v
[clear] [ <
Eelear] - Description Enter descript *
Description Type
Stop Address Q=
1
i A student *Qx
1 Home address Q
2 Start date
4
End daty
il nd date
A [cancel ]
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a. Select an address for the stop:
i. Click the Stop Address browse to open the Choose an address dialog.

ii. Enter a postcode or address line into the search bar and then click the Search button to
search for matching addresses.

ii. Highlight an address and then click the Select button to select the address and close the
dialog.

b. Select a student:
i. Click the Student browse to open the Select a student dialog.

ii. Enter search criteria and then click the Search button. A list of students who match the
entered criteria is displayed.

ii. Highlight a student and then click the Select button to select the student and close the
dialog.

c. Select the student’s home address:
i. Click the Home address browse to open the Choose an address dialog.

ii. Enter a postcode or address line into the search bar and then click the Search button to
display matching addresses.

iii. Highlight an address and then click the Select this address button to select the address
and close the dialog.

If you selected Client/ Person Address from the Stop Type menu:

Stop type All - Details Boarding & alighting

Route type Al -

Stop type Clientiperson address

Area All i Route type Standard =

Dates Current b
Area code -- Select Operational Area -- v

Description el *
Description
Stop Address Qx
1
1 N Client/Person *®Qx
L Home address Q
2 Start date
4
o End date
A [cancel]

a. Select an address for the stop:
i. Click the Stop Address browse to open the Choose an address dialog.

ii. Enter a postcode or address line into the search bar and then click the Search button to
display matching addresses.

iil. Highlight an address and then click the Select this address button to select the address
and close the dialog.

b. Select a person:
i. Click the Client/Person browse to open the Select a person dialog.
ii. Enter search criteria then click the Search button to display a list of matching people.

iil. Highlight a person and then click the Select button to select the person and close the
dialog.
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c. Select the person’s home address:
i. Click the Home address browse to open the Choose an address dialog.

ii. Enter a postcode or address line into the search bar and then click the Search button to
display matching addresses.

iil. Highlight an address and then click the Select this address button to select the address
and close the dialog.

Enter a valid Start date and End date for the stop’s use.
Click the Save button to save your changes.

Editing Stop Details

Select a stop. For more information on selecting stops, see Selecting a Stop on page 77.

Ensure that the Details tab is selected. Editable fields related to the stop are displayed.

Reuis e i Z Stop type Wayside with address v
s Al z Route typs Standard -
Dates Current 5

Area code -- Select Operational Area - =

[<lem] i Description Abbey Middle School *

Description Type

Stop Address Qx
1 Address ~
1 Address Start date
1 Address End date
3 Address -

[cancel]

Make the required changes.
Click the Save button to save your changes.

Deleting a Stop

Select the stop you want to delete. For more information on selecting stops, see Selecting a
Stop on page 77.

Click the delete stop hyperlink. A confirmation dialog is displayed.

son e a v )| o 3
Route type Al 5 Stop type Wayside with address
A ol x Route type Standard -
Date Gurrent -
Area coce — Select Operational Area -

[clear] -

SRl o= | p— Abbey Middle School *
Description Type

. . Stop Address ax

2 Start date

End date

R R

R T Y s

Showing 1 - 100 of 190 next >
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Click the Delete button to delete the stop.

NOTE: You can only delete stops that are not currently in use on a route. For more information on
removing stops from a route, see Editing the Stops on a Route on page 89.

Viewing Passengers Boarding or Alighting at a Particular
Stop

Select a stop. For more information on selecting stops, see Selecting a Stop on page 77.

Select the Boarding & alighting tab. A list of the passengers who board or alight at the stop is
displayed.

one] Processes People o] ions Utilities Admin Welcome | Help | Change Password
P! A g
Routes  Contractors  Contracts  Bulk contract renewal
Description Abbey Middle School
Address
[ actions ¥
Route route ax
Hotile lype Al e Show only Passenger name or | Current - [show all ] @
Area Al i Name = Type Route From Until Board/Alight
Dates o = S 5Y5-R2 - System Arc - Tes02/07/2014
- s SYS-R2 - System Arc - Tes 02/07/2014 A

If required, enter a Passenger name and select whether you want to search for Current, Past,
Future, Current and Future or All passengers. Click the Refresh button to filter your search
results.

Viewing the Routes Associated With a Stop

Select a stop. For more information on selecting stops, see Selecting a Stop on page 77.

Select the Routes tab. A list of the routes that the selected stop is included in is displayed.

[one]  Processes Utilies  Admin v | |  Change Password
Routes Contractors Contracts Bulk contract renewal
[Pescription Abbey Middle School
Jaddress )
actions ¥ ]
[Route route ax
o = . T - |
[Route type All o Show only Route code or descriptio Stepdates | Cument - [ show all] @
[rrea Al b Code » Description Type Operational Area  Vehicle
bates P = 000002 Brickhill to Grange School (Tail-Lift S TL4 - Tail-Lift Minibus (4 seater)
CHERYL Test s
EXTRAL _ Extra Route s

If required, enter a Route code or description and select whether you want to search for
Current, Past, Future, Current and Future or All routes, Click the Refresh button to filter your
search results.

Viewing a Stop on a Map
This tab is only available to authorities that have the GISv4 licence.

Select the stop you want to view. For more information on selecting stops, see Selecting a Stop
on page 77.

Select the Map tab. A map displaying the stop’s location is displayed. The selected stop is
displayed in green, with other stops displayed in red.
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NOTE: To geocodes in the Map tab, drag and drop the stop’s icon.

Maintaining Routes

The Operations | Routes page enables you to view and manage routes within One Transport.
There are three types of route in One Transport: Standard, Network and Door-to-Door.

A standard route is a route on which the LA have supplied a “school bus”; that is, employed a
contractor to supply vehicles with which to service an LA-specified route.

A network route is an existing commercial, scheduled road or rail route. The LA buys passes to
enable transport using these routes.

On a door-to-door route, the LA supplies transport to pick up a passenger at a specific address
or stop and then take that passenger to another address or stop.

You must select a route before you can view or edit its details. Once you have selected a route
the following tabs become available:

m Details — enables you to view and edit basic details for a route, including contract details and
vehicle types.

m Stops — enables you to view and define the stops that make up a route.

m Loading — enables you to view capacity information for a route and see how many
passengers and assistants board or alight at each stop.

m Passengers — enables you to view the passengers who use the selected route.

m Drivers & Assistants - enables you to view and edit the drivers/assistants who work on the
selected route.

m Surveys — enables you to add and view survey details relating to the route.
= Map — enables you to view the selected route on a map.
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Selecting a Route

Select the Operations area and select the Routes page. Search fields relating to route details
are displayed.

[one] Processes People Operations Utilities Admin Welcome | | Change Password

Stops Routes Contractors Contracts Bulk contract renewal

Code

Description

D £ B 0 EEE 0

Base Schools ax
Type All fypes -
Area All a4
Dates Current b
[clear]

Enter search criteria for the route you want to select. You can enter the following criteria:
m Code.

m Description.

m Base: Returns routes which include the selected base.

m Type: Select from All types, Standard, Network and Door-to-door.

m Area: Returns routes within the specified area.

m Dates: Select from All, Current, Past or Future routes.

All selection fields are optional. Clicking the Search button without entering any search criteria
returns a list of all routes in One.

Click the Search button to display a list of routes that match the entered search criteria.

NOTE: To export the returned search results into a spreadsheet file, click the export hyperlink at the
bottom of the list.

Highlight the route you want to view.

NOTE: One Transport displays the number of results matching the entered search criteria at the bottom
of the search panel. However, Access Control List (ACL) restrictions are applied in-between the search
being completed and the results being displayed. Therefore, the number of results visible on screen may
not match the given number of results, depending on the ACLs applicable to your One user ID. For more
information on ACLs in One see the RG_ACL_ACL Definition reference guide, available from
www.onepublications.com and My Account.

Creating a Route

Select the Operations area and select the Routes page.

Click the Search button to display a list of current routes.

Click the create new route hyperlink to display editable fields related to route details.
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Cods Create new route

Description

Base Schools ax

Tyne Altypes . Code * Start date nm.

sren a . Description * End date

eee P— - Route type Standard - Passengers 0
T Operational area - Select Operational Area - v Journsys 2

Code Description e Frequency [} [H]m]| Distance 0.000

MTWTF 55

' SR-Routel ~ Mema Additional Mema T+

10 BR-Routell - DTD

11 BR-Route1l -NW Conpaiene ax

1234 we BED Type - Select Type — -~

1443 door test BED

2 BR-Route2 3 Udf

234 an

2345 test1l [cancel

o BR-Routes » Contracts

4 BR-Route4

5 Br-RouteS LBUZ .

e hihle » Vehicles

567 test

[ BR-Routes

7 BR-Route?

8 BR-Routes

9 BR-Routed

ARCRTL ARCDEL Routel

BDCCO1 Bedford Day Care Centre - ReBED

BR_BTL BR-BT1 BED

BR-123 BR-123 LUD

BRDID BRDLD SHRE

brrr brrr

BR-S5 BR-55 BED

BR-552 BR-552 BED W

Showing 1 - 86 of 86

[ create new route | export |

Enter a Code for the route.

Enter a Description for the route.

Select the Route type. The available options are Standard, Network and Door to door.
Select Operational area and Frequency as required.

Enter Start date, End date, Journeys, and Distance information as required.

NOTE: The (number of) Passengers field cannot be edited manually. The value of this field is
automatically calculated as passengers are added to the route.

If you do not intend to associate a full contract with the route, you can add a company name and
type to the route:

NOTE: If you add a Company name and Type here, the details will be hidden if you later associate a
contract with the route.

a. Click the Company name browse to display the Select Contractor dialog.
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Maintaining Routes and Stops

Select Contractor

] Active
[ Clear Search

Company Name Contact Telephone
A1 Cars i 0
ani10 te
ani131
Archer Carrs He r 4
Arrow Travel To 8

Auckland Taxis lo
Bailey Travel Ch

Barton Private Hire Io

FEARNRAERAEE E
g
>

Bernie's Taxis Be

I Mmoo v @

1®
<

Showing 1 - 71 of 71

[Close ]

b. Enter the name of the contractor into the Search with company name field and then click
the Search button to display a list of matching contractors.

c. Highlight the contractor you want to select and then click the Select button to select the
contractor and close the browse.

d. If required, select a contractor type from the Type menu.

If required, add a contract to the route via the Contract section. The create contract hyperlink
displays the Create new contract page with the Route field pre-populated. For more
information on creating a contract, see Creating a Contract on page 111.

If required, add vehicle details. For more information, see Adding a Vehicle to a Route on page
87.

Click the Save button to save your changes.

Editing a Route

The Operations | Routes | Details tab is divided into three sections. The topmost section
enables you to edit the route’s basic details, while the Contracts section enables you to view

the contract details that apply to that particular route. Lastly, the Vehicles section enables you
to add or remove vehicles from a route.

Editing Route Details

Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Ensure that the Details tab is selected. Editable fields related to the route’s details are
displayed.
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[one] Processes People Utilities Admin Welcome | Change Password |
Stops Contractors Contracts Bulk contract renewal
Gode RAIL1 - Virgin Railways
Description
e | N N D A
Base Schools ax
[actions ¥ ]
Type All types -
Code RAIL1 * Start date 01/09/1985
Area Al -
Description Virgin Railways * End date
Dates Current -
— Route type Network - Passengers 1
Code o e Operational area - Select Operational Area -~ Joumeys 2
N_01 TR-N/W Routel BED  a Frequency g [m]m}
MTWTF 55
NDO1 T123 Memo = Additional Memo
new route new routes BED
NEWD12 Newland Primary School
[
RAILL Virgin Railways
RISK Risk Assessment » Contracts
SAMP samp
SHAR1 Clapham, Milton Ernest to ShSHAR » Vehicles

Make the required edits.
Click the Save button to save your changes.

NOTE: There is an SQL script template available that enables you to convert standard routes to door-to-
door routes. If required, contact the One Application Support Desk to request the script, referencing KB
article KB-423312.

Viewing Route Contract Details
Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Ensure that the Details tab is selected.

Open the Contracts section to view the following information about the route’s contract:
m Company Name

(Date) From

(Date) Until

Daily cost

m Passenger assistant cost

Optionally, click the all contract details hyperlink to open the Operations | Contracts screen
with the route’s contract selected.

Optionally, click the contract history hyperlink to search for all the route’s previous contracts in
the Operations | Contracts screen.

NOTE: If the selected route does not have a contract associated with it, the create contract hyperlink is
displayed in the Contracts section. Click this link to open the Operations | Contracts | create new
contract page in a new window. For more information on creating contracts, see Creating a Contract on

page 111.

Adding a Vehicle to a Route
Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Ensure that the Details tab is selected.
Open the Vehicles section to display a list of the vehicles that are currently used on the route.
Click the add vehicle hyperlink to display editable fields related to vehicle details.
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56566

ARCRT1
BDCCO1

BR_BT1

BR-123

BR-Routed w Vehicles

Br-Route5 LBUZ
hjhk

test

BR-Routet

BR-Route?

From Until Registration Type / Description Contractor

[ 3dd vehicle 1

From

BR-Route8

BR-Routed Gontractor BR-Contractori-Plsdntuse | QA% Reg v | Type | setect rom. -

ARCDEL Routel

Destription

Bedford Day Care Centre - ReBED

BR-BT1 BED Capacities (seated) (standing) (wheelchairs) (max with max wheelchairs)

BR-123 LuD

01/01/2014 until

[ Cancel

5. Enter From and until dates as required.

6. Select the contractor that operates the vehicle:

a. Click the Contractor browse to display the Select Contractor dialog.

Select Contractor

7] Active

Company Name Contact
Al Cars Mi
anilo te
ani13l an
Archer Carrs Hy r
Arrow Travel o
asa as;
Auckland Taxis Jo
Bailey Travel Ch
Barton Private Hire Jo

Bernie’

Showing 1 - 71 of 71

0

DM oo v @

[ Clear Search ]

Telephone

NRERERRERRE 3§
g
>

18
<

[ Close

b. Enter the name of the contractor into the search field and then click the Search button.

c. Highlight the contractor and then click the Select button to select that contractor and close
the dialog.

Select a vehicle Type. You can select a vehicle’s type in two ways:

m If you know the vehicle’s registration, select it from the Reg drop-down menu. Selecting a
registration will automatically switch the Type field to the correct vehicle type. You cannot edit
the Type field if you have selected a registration.

NOTE: The vehicle must be listed as part of the contractor’s fleet in order for you to select it from the
Reg menu. For more information on adding vehicles to a fleet, see Managing a Contractor’s
Individual Vehicles on page 104.

m If you do not know the vehicle’s registration, leave the Reg field blank and select the vehicle's
Type from the drop-down menu.

If required, enter a Description.

Click the Save button to add the vehicle to the route.

Removing a Vehicle from a Route

Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Ensure the Details tab is selected.

Open the Vehicle section to display a list of the vehicles that are currently used on the route.
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LEE
LEE7 BED « Vehicles
N_01 BED
From Until Registration Type [ Description Contractor
:DD:_; 03/11/2014 03/11/2014 Double Decker (80 seater) Arrow Travel
MNEE1
NEWOD12
NNET
ri
RAIL1

[ add vehicle | remove vehicle ]
re

el

4. Highlight the vehicle you want to remove and click the remove vehicle hyperlink. A confirmation
dialog is displayed.

5. Click Yes to delete the vehicle.

Editing the Stops on a Route
The Operations | Routes | Stops tab enables you to edit a given route’s stop order.

Note that the Operations | Routes | Stops tab cannot be used to edit an individual stop’s
details. For more information on editing an individual stop, see Editing Stop Details on page 81.

Adding Stops to a Route
1. Select a route. For more information on selecting routes, see Selecting a Route on page 84.

2. Select the Stops tab to view a list of the stops on that route.

ToseTpTT
[ o JIEES [ omers s ssssans | suners | s |
Base Schools ax
Step active between 1011072014 and
Type All types A
O Step ~ Time Description Valid from Valid to
GO ol v O 1 07:50  Clapham, High Street Shops 01/09/1992
Dates Current - O 2 07:55  Clapham, RAE Club 01/09/1992
e O 3 08:05  Milton Ernest, The Queens Head 01/09/1992
[clear] Search
O 4 08:08  Milton Ernest, Garage 01/09/1992
Code Description Area
I o ;,p L, O 5 08:25  Sharnbrook Upper School 01/09/1992
LEE ~ [l 6 15:30  Sharnbrook Upper School 01/09/1992
LEE7 BED O 7 15:47 Milton Ernest, Garage 01/09/1992
N_01 BED O 8 15:50 Milton Ernest, The Queens Head 01/09/1992
NOO1 [l g 16:00  Clapham, RAE Club 01/09/1992
New route O 10 16:05 Clapham, High Street shops 01/09/1992
MEW012

NOTE: The Stops tab is only displayed for standard and network routes. If you select a door-to-door
route, the Addresses/Stops tab is displayed instead. You cannot add additional stops from the
Addresses/Stops tab, because door-to-door journeys run directly from one location to another.

3. Click the Insert Stops hyperlink to display the Insert Stops into route dialog.
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Insert Stops into route

Description
Address
Stop type Al -
Route type Al =
Dates Current -
0 Description Type
[ 107 Lloyd Street South, Manc Address A
[ 123 Address.
[ 16 church Road, Maulden, BE Address
[ 37 CHALFONT ROAD, ALLERT Address
[] 42 Elmsmere Road, Manches! Address.
[] Abbey Middle School Wayside v
Showing 1 - 100 of 206 next >

[ Cancel ]

Enter search criteria and then click the Search button to display a list of matching stops.

Highlight the stop that you want to add and then click the Insert button to insert the stop into the

route.

NOTE: Transport routes are optimised to work with up to 50 stops. Performance may be affected if you
add more than 50 stops to a route.

Re-Ordering the Stops on a Route

Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Select the Stops tab (or the Addresses/Stops tab for door-to-door routes) to display a list of

the stops on that route.

Highlight a stop you want to move and then enter the step you want to move it to into the Step
field. For example, to make a stop the fourth stop on the route, enter 4 into the Step field.

Escnpion
“ )
Base Schools ax
Step active between 10/10/2014 and

Type All types =

D Step + Time Description Vvalid from Valid to
rea ol e O 1 07:50  Clapham, High Street Shops 01/09/1992
Dates Current - M b 07:55 Clapham, RAE Club 01/09/1992

[clear] e O 3 08:05  Milton Ernest, The Queens Head 01/09/1992

O 4 08:08  Milton Ernest, Garage 01/09/1592
Code Description Area
e ——ae e | 5 08:25  Sharnbrook Upper School 01/09/1992
LEE Lee Test Route ~ O 6 15:30 Sharnbrook Upper Schoel 01/09/1992
LEE? Leagrave Junior School BED ] 7 15:47  Milton Ernest, Garage 01/09/1892
N_01 TR-N/W Routel BED O 8 15:50 Milton Ernest, The Queens Head 01/09/1992
NDO1 T123 O 9 16:00  Clapham, RAE Club 01/09/1892
New route New route description ] 10 16:05  Clapham, High Street Shops 01/09/1992

step you specified.

4. Click anywhere outside the Step field. The list of stops reorders to place the edited stop in the

TTESTTT

[ o= MR [E=mmr | (a2 =]
Base Schools ax

Step active between 1011072014 and

Type All types -

O Step « Time Description Valid from Valid to
S0 o - 0 1 07:50  Clapham, High Street Shops 01/09/1992
Dates Current - O 2 08:05  Milton Ernest, The Queens Head 01/09/1992

e .| 3 07:55 Clapham, RAE Club 01/09/1992
G Search M pham, /09

O 4 08:08 Milton Ernest, Garage 01/09/1992
Code Description Area
— — e e O 5 08:25 Sharnbrook Upper Schoal 01/09/1992
LEE Lee Test Route ~ O 6 15:30  Sharnbrook Upper Schosl 01/09/1992
LEE7 Leagrave Junior School BED O 7 15:47  Milton Ernest, Garage 01/09/1992
N_01 TR-N/W Routel BED O 8 15:50  Milton Ernest, The Queens Head 01/09/1992
NOO1 T123 O 9 16:00 Clapham, RAE Club 01/09/1992
New route New route description O 10 16:05  Clapham, High Street Shops 01/09/1992

If required, repeat step three for all the stops you want to re-order.

6. Click the Save button to save your changes.
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Mirroring the Stops on a Route
Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Maintaining Routes and Stops

Select the Stops tab. A list of the stops on the journey is displayed.

NOTE: The Stops tab is only displayed for standard and network routes. If you select a door-to-door
route, the Addresses/Stops tab is displayed instead. You cannot mirror stops from the
Addresses/Stops tab, because door-to-door journeys run directly from one location to another.

Select the check boxes to select the stops you want to mirror.

LEE - Lee Test Route

e N I I

Step active between
¥ Step= Time Description
™ 00:00 107 Lloyd Street South, Manche
[

1
2 00:00 123

Showing 1 - 2 of 2

[insert stops | remove stops | mirror stops | verify route

valid to
31/10/2014
31/10/2014

Code

Description

Base Schools ax
Type All types. -
Area All -
Dates Current -

[clear]

Code Description Area
AR anu route ~
ARCRT1 ARCDEL Routel
ccc Future Route with Route map
chk_route chk_route

DWBT2 Whitwick Green connection fo
GAD1 Green Abbey - MapInfo route

GRAMN1 Brickhill to Grange School (Ta

GRAMHI Grange Hill Primary

LEE Lee Test Route

LEE7 Leagrave Junior School BED
N_01 TR-N/W Routel BED
NOO1 Ti23

New route New route description

NEWD12 Newland Primary School

RAIL1 Virgin Railways

RISK Risk Assessment

Route_From  Route_From BED
Route_To Route_To BED
Routel routel BED
SAMP samp

SHAR1 Clapham, Milton Ernest to Sh; SHAR
SHAR10 Bolnhurst, Thurleigh, Bletsoe SHAR
SHAR11 Whitwick Green connection fo SHAR
SHAR12 Riseley to Sharnbrook Upper SHAR
SHAR13 Shelton to Sharnbrook Upper SHAR v
Showing 1 - 43 of 43

[ creste new route | duplicate route | delete route | export |

4.
Enter return stop time
cancel

Click the mirror stops hyperlink to display the Enter return stop time dialog.

5. Enter the time that you want the mirrored journey to begin and then click the OK button to close
the dialog and mirror the stops. All selected stops are duplicated in reverse step order.

NOTE: One Transport calculates the times for the stops on the return journey using the times recorded

for the outbound journey.
Code

Description

Base Schools ax
Type All types -
Area All -
Dates Current v
Code Description Area

LEE - Lee Test Route

e | S (R (T T

Step active between

[0 Step* Time Description
O 1 00:00 107 Lloyd Street South, Manche
O 2 00:00 123
O 3 01:00 123
| 4 01:00 107 Lloyd Street South, Manche

101072014 and

Valid from
08/10/2014
08/10/2014
08/10/2014
08/10/2014

valid to
31/10/2014
31/10/2014
31/10/2014
31/10/2014
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Removing a Stop from a Route
Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Select the Stops tab to display a list of the stops on that route.

NOTE: The Stops tab is only displayed for standard and network routes. If you select a door-to-door
route, the Addresses/Stops tab is displayed instead. You cannot remove stops from the
Addresses/Stops tab, because door-to-door journeys run directly from one location to another.

Select the check box next to the stop you want to delete. You can select multiple stops at once if
required.

[one] Processes People Operations Utilities Admin Welcome | Help | Change Password | Logout
Stops Contractors Contracts Bulk contract renewal
Code RAIL1 - Virgin Railways
Description
[ ]
Base Schools ax
Step active between 13/03/2017 and ddimmifyyy
Type All types -
O Step Time Description valid from valid to
(e a M oot Midland Road, Bedford, MK40 1PL
Dates Current - 0o =z Railway Station, Bedford, MK44 35G
- 1 3 Clapham Junction
1 4 Crystal Palace
Code Des_:riptinn Area 0 s Harlington
N_01 TR-N/W Routel BED ~ O s Hemel Hempstead
NOO1 Ti23 O 7 Hendon
new route new routes BED |:| 8 Kings Cross
NEW012 Newland Primary School ] Legrave
RAILL Virgin Railways O 1o 3 Luton
RISK Risk Assessment O 1n ! St Albans
SAMP samp 0 12 3 St Pancras
SHARL Clapham, Milton Ernest to ShiSHAR 0 13 3 Watford Junction
SHARLOD Bolnhurst, Thurleigh, Bletsoe SHAR
SHAR11 Whitwick Green connection fo SHAR
SHAR12 Riseley to Sharnbrook Upper SHAR
SHAR13 Shelton to Sharnbrook Upper SHAR
SHAR14 Yielden to Sharnbrook Upper SHAR
SHAR1S Oakley to 5'bk US (Medical fo SHAR
SHARZ Clapham to Sharnbrook Uppe SHAR
SHARZ Clapham to Sharnbrook Uppe
SHAR4 Oakley to Sharnbrook Upper ! SHAR
SHARS Stevington and Pavenham to SHAR
SHARS Turvey, Carlton, Harrold to Si
SHARS Turvey, Carlton, Harrold to SISHAR
SHART Wymington and Podington to SHAR
SHART Wymington and Podington to
SHARE Dean, M'Bourne, Knotting, 51 SHAR
SHARS Pertenhall, Ltl Staughton, Key SHAR
TBA To Be Advised ~
Showing 1 - 32 of 32 Showing 1 - 13 of 13
[ create new route | duplicate route | delete route | export | [ insert stops | | werify route ] [ 1

Click the remove stops hyperlink. A warning dialog is displayed.
Click the Yes button to delete the selected stop from the route.

Duplicating a Route

The Duplicate Route function creates a new route with the same stops and steps as the copied
route. The function does not copy the individual stop entities themselves.

Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Click the duplicate route hyperlink to display the Duplicate route dialog.
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Duplicate route

GG Route *

canesl] @

Enter a New code for the duplicate route.
Enter a Description for the duplicate route.
If required, select the Help Me Transfer Passengers to the New Route Afterwards check box.

This check box opens the Processes | Bulk Transfer menu. For more information on using the
Bulk Transfer menu, see Bulk Transferring Journeys to a New Route on page 40.

Click the Duplicate button to copy the route.

Verifying a Route

It is possible to create a route with steps that are not in time order, enabling you to save routes
in a partially finished state. However, finished routes must be in time order, with each step
assigned a later time than the preceding step. Verifying a route confirms that the steps and
times on the route are in the same order. A Verify Failed dialog displays if the steps and times
are not in order.

Select the route you want to verify. For more information on selecting routes, see Selecting a
Route on page 84.

Select the Stops tab (or the Addresses/Stops tab for door-to-door routes). A list of the stops on
the journey is displayed.

Code SHAR12 - Riseley to Sharnbrook Upper School
Description
=3 m
Base Schools ax
Step active betwesn | 10/10/2014 and
Type All types =
D Step - Time Description Valid from valid to
gass ol e O 1 08:00 Riseley, Pippin's Wood 05/09/1991
Dates Current - D 2 08:05 Riseley, The Five Bells 05/09/1991
Lo O 3 08:10  Riseley, Bourne End Road 05/09/1991
O 4 08:20  Sharnbrook Upper Schaol 05/09/1991
CH st == O s 15:30  Shamnbrook Upper Schacl 05/09/1991
LEE Lee Test Route ~ |:| 13 15:40 Riseley, Bourne End Road 05/09/1991
LEE7 Leagrave Junior School BED |:| 7 15:45 Riseley, The Five Bells 05/09/1991
N_01 TR-N/W Routel BED D 8 15:50 Riseley, Pippin's Wood 05/09/1991
NOO1 Tiz3
New route New route description
NEWO012 Newland Primary School
RAILL Virgin Railways
RISK Risk Assessment
Route_From  Route_From BED
Route_To Route_To BED
Routel routel BED
SAMP samp
SHAR1 Clapham, Milton Ernest to Sh: SHAR
SHAR1D Bolnhurst, Thurleigh, Bletsoe SHAR
SHAR11 Whitwick Green connection fa SHAR
SHAR12 Riseley to Sharnbrook Upper SHAR
SHAR13 Shelton to Sharnbrook Upper SHAR
SHAR14 Yielden to Sharnbrook Upper SHAR
SHAR1S Oakley to S'bk US (Medical fo SHAR
SHARZ Clapham to Sharnbrook Uppe SHAR
SHAR3 Clapham to Sharnbrack Uppe
SHAR4 Oakley to Sharmbrook Upper ! SHAR
SHARS Stevington and Pavenham to SHAR
SHARS Turvey, Carlton, Harrold to 51
SHARG Turvey, Cariton, Harrold to SISHAR v
Showing 1 - 43 of 43 Showing 1 - 8 of 8
create new route | duplicate route | delete route | export | [insert stops | | verify route

Click the verify route hyperlink to verify the route.
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Deleting a Route
Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Click the delete route hyperlink. A warning dialog is displayed.
Click the Delete button to delete the route and close the dialog.

Viewing Route Loading Details

Select the route you want to view. For more information on selecting routes, see Selecting a
Route on page 84.

Select the Loading tab to display a list of the stops on the route and the number of people
boarding and alighting at each stop.

NOTE: The loading calculation takes into account the opening times of the base. If the base is not open
on the selected date, One Transport will display zero loading values for all stops on the route.

Viewing the Passengers who use a Specific Route

Select the route you want to view. For more information on selecting routes, see Selecting a
Route on page 84.

Select the Passengers tab. A table of the passengers who use the route and the stop that each
passenger boards and alights at is displayed.

Description
Base Schools ax
Type Al types = show only passenger n or from 10102014 until 1010/2014 [ actions ¥ |
Area All - Passenger = Boards At Alights At
4 08:05 R 08:20 5l
Dates Current A ~
£ 15:30 5 ol 15:45 Ri
[elear] £ 08:00 R 08:20 S
Code Description Area 4 15:30 5 ol 15:50 Ri

If required, enter a passenger name and select valid dates from the from and until fields. Click
the Refresh button to filter your search results.

Managing a Route’s Drivers/Passenger Assistants

Assigning a Driver/Passenger Assistant to a Route

Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Select the Drivers & assistants tab.

Click the add a new driver or assistant hyperlink to display editable fields related to driver and
assistant details.

oo

Code Description Area [ add new driver or assistant 1
LEE Lee Test Route ~
LEE7 Leagrave Junior School BED Name *Qx
N_01 TR-N/W Routel BED

Every M& OO from | 10M10/2014 | g unti
NOO1 T123 MTWTF 5 S8
New route New route description Outward from stop ax g to stop or base ax g
NEWOQ12 Newland Primary School

Retuming from stop or base ax g to stop ax @
RAIL1 Virgin Railways
RISK Risk Assessment Memo  F
Route_From  Route_From BED

= = » Udf

Route_To Route_To BED
Routel routel BED cancs
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4. Select the driver/assistant you want to add.
a. Click the Name browse to display the Select a Driver/Assistant dialog.

Select a Driver / Assistant

Search for Active drivers - fi]
Name
Contractor ax
Person Id
Postcode Type
Base Select a base ax
Date of birth
Gender Either -

Use contains matching for names [

[ clear | show active | hide &l
Name DOB PostCode
V|
[cancel |

b. Enter search criteria and then click the Search button. A list of matching drivers/assistants is

displayed.

c. Select the driver/assistant you want to add and then click the Select button to select that

driver/assistant and close the dialog.

5. If required, select the days that the driver/assistant works on the route using the Every check

boxes.

Enter the date that the driver/assistant started working the route into the from field.

Enter until, Outward from and Returning from information as required.
Click the Save button.
Deleting a Driver/Passenger Assistant from a Route

Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Select the Drivers & assistants tab.
3. Highlight the driver/assistant you want to delete.

[one] Processes People Operations Utilities Admin Welcome | Change Password | Logout
Stops Contractors Contracts Bulk contract renewal
Code BDCCO1 - Bedford Day Care Centre - Route 01
Description
Base Schools ax
Role Name From Until
Type All types hd Driver
Area Al - Assistant
Dates Current -
Code Description Area [ add new driver or assistant | delete selected driver or assistant |
BDCCO1 Bedford Day Care Centre - Rc BED
DWBT2 Whitwick Green connection fo Name #*#Q %
GAOL Green Abbey - MapInfo route
. Evel from until | dd/mm
GRAN1 Brickhill to Grange School (Tz & ] l;‘ l;l l;l l;‘ |§| %‘ *
GRANHI Grange Hill Primary Outward from stop ax a to stop or base QX @ nhm
LEE Lee Test Route
Returning from stop or base QX @[ hhmn| to stop Qx @ m

LEE7 Leagrave Junior School BED
N_01 TR-N/W Routel BED Memo +
NOO1 T123 cancel]

£ . BED

4. Click the delete selected driver or assistant hyperlink. A confirmation dialog is displayed.

5. Click the Delete button to delete the driver/assistant from the route.
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Recording a Route Survey

Adding a Route Survey
Select a route. For more information on selecting routes, see Selecting a Route on page 84.
Select the Surveys tab.

Click the add new survey hyperlink to display editable fields relating to survey details.

[one] Processes People Qperations il Admin Welcome | Help | Change Password | Logout
Stops Contract Contracts Bulk contract renewal
Code BDCCO1 - Bedford Day Care Centre - Route 01
Description
e - |3
Base Schools Qx
Date Contractor Surveyor
Type All types -
Area Al -
Dates Current -
[clear] [ add new survey | deiste selectsd survey |
Code Description Area
Al Date da/mmyy * Time Memo
Contractor Qx ¥ [ de 1
Surveyor Qx *
Driver ax
Passenger count
Entitled Temporary Assistants Others Total | O
[cancel
DATI Y in Dl

Enter the Date that the survey took place.
If required, add the Time of the survey.
Select the contractor used on the route:

a. Click the Contractor browse to display the Select Contractor dialog.

Select Contractor
W] Active
[ Clear Search ] [Els1e
Company Name Contact Telephone  Active
Al Cars M 0
anild te: ~
anil31 an
Archer Carrs Hu T 4
Arrow Travel Jo
asa as
Auckland Taxis Jo 3
Bailey Travel Ch 9
Barton Private Hire Jo 0
Bernie's Taxis Be 2 v
P a o]

Showing 1 - 71 of 71

[Close]

b. Enter the name of the contractor into the search field and then click the Search button.

c. Highlight the contractor and then click the Select button to select that contractor and close
the dialog.
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7. Select the surveyor who carried out the survey:
a. Click the Surveyor browse to display the Select a Surveyor dialog.

Select a Surveyor

Name =

[Cloze ]

b. Highlight the surveyor and then click the Select button to select that surveyor and close the
dialog.

8. If required, select the route’s driver:
a. Click the Driver browse to display the Select a Driver dialog.

Select a Driver

Search for Active drivers -

Name

Contractor ax
Person Id
Base Select a base ax
Date of birth
Use containg matching for names ]
[ clear | show all | hide al
Name DoB PostCode

MK43 THW

Showing 1 - 1 of 1

[cancel

b. Enter search criteria and click the Search button. A list of matching drivers/assistants is
displayed.

c. Select the driver/assistant you want to add and then click the Select button to select that
person and close the dialog.

9. If required, enter the passenger count for the surveyed journey into the fields in the Passenger
count section. The Passenger count section enables you to record separate numbers for
Entitled passengers, Temporary passengers, Assistants and Others.

10. Click the Save button to save the survey details.

NOTE: Once the survey is created, the create new vehicle check hyperlink is displayed at the bottom
of the Operations | Routes | Surveys page. Click this link to record details of a new vehicle check that
is linked to the selected survey. For more information on recording vehicle checks, see Managing
Vehicle Checks on page 105.
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Deleting a Route Survey

Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Select the Surveys tab.

Highlight the survey you want to delete.

Stops Routes Contractors Contracts Bulk contract renewal
b BDCCO1 - Bedford Day Care Centre - Route 01
Description \
o i [RE]
Base Schools ax
Date + Contractor
Type LR = 12/03/2017  Bemie's Taxis
Area All >
Datss Current -
[clear] [ add new survey | delete selected survey |

Surveyor

Click the delete selected survey hyperlink. A confirmation dialog is displayed.

Click the Delete button to delete the survey.

Viewing a Route on a Map

Select a route. For more information on selecting routes, see Selecting a Route on page 84.

Select the Map tab. A map of the route is displayed.

On date| 03/10/2014 Travel ime  00:47:23 Route distance | 12603 miles
S Oaltley Q% 51 P \ \V g
\ g pham glpll
'ﬁ?’ NA ! ook End ¢
Bromham g Gy
‘ 7 Al /"{.‘ T H

’ﬂ !
A"//)gm'%m\mom

@’ /
4.
/ H nowden
(4 g’)) EI?tow ¢ Shortstown

. :., : Sempmn N gn:lt
rne End =" ’P [ Hardwick \ n 4
o ¢ “YWilstead War 4

per Shelton Hemn
piuins— o0 o 9's
L “' n_l"f Green

If required, enter a date into the On date field to view the route’s course on a particular day.
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05 ‘ Managing Contractors and Contracts

The Operations | Contractors page enables you to record details of the contractors your LA
uses, including the numbers and types of vehicles they operate. You can also manage
payments to contractors from this screen.

Details of individual contracts, including costs, revisions and budget codes, are managed
through the Operations | Contracts screen. In addition, you can renew existing contracts in
bulk from the Operations | Bulk contract renewal screen.

Managing Contractors
One Transport enables you to record contractor details separately from route and contract
information. This is especially useful if your LA uses one contractor to cover multiple routes.

Selecting a Contractor

1. Select the Operations area and open the Contractors page. Search fields related to contractor
details are displayed.

No contractor selected

Search for Active contractors -

Type All -

2. Enter search criteria for the contractor you want to select. You can enter the following criteria:

m Search For: Enables you to search for Active contractors, Inactive contractors or All
contractors.

= Name: The contractor’'s name.
m Type: The contractor’s operator type.
m Area: Returns contractors based in a particular area.

m Vehicle: Returns contractors who operate a particular vehicle type. This function is
particularly useful when dealing with complaints about contractors from members of the
public.

m Registration: The registration of a specific vehicle operated by the contractor.

3. Click the Search button to display a list of the contractors that match your search criteria.

NOTE: To export the returned search results into a spreadsheet file, click the export hyperlink at the
bottom of the list.

4. Highlight the contractor you want to view.

NOTE: All search fields are optional. Clicking the Search button without entering any search criteria
returns a list of all contractors in One.

One Transport displays the number of results matching the entered search criteria at the bottom of the
search panel. However, Access Control List (ACL) restrictions are applied in-between the search being
completed and the results being displayed. Therefore, the number of results visible on screen may not
match the given number of results, depending on the ACLs applicable to your One user ID. For more
information on ACLs in One see the RG_ACL_ACL Definition reference guide, available from
www.onepublications.com and My Account.
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Adding a Contractor

Select the Operations area and open the Contractors page.

Click the Search button and then click the create new contractor hyperlink. Editable fields

related to contractor details are displayed.

Mame
Clemence Cars -~ Sesct opacalnr pe
Caritractor 2

Cux Cabs

Selnc! olher oparalor type(s)

Cullen Canchas Seinet nren(s)
Dave's Taws
Drean Travel Proprietor Salect 8 person

Dixon Coaches

Doughty Minibus Hire

Faddy Cars

FPF company td

France Motors

Gealfrey's Coaches

60 Campany

Grange Taws

Harbiottle Cars

Haywood Coaches

Howbes Coathes and Minibuses

Jenes Speed

Latimer Travel
Latters Trave

lavan mastive

Lavan_Cordractce - Lavan_Contractor
LEA

Londen Transaoet

Luton and District

Shewinig 1 - 63 of 63

e s zonimcior

Select the Active check box.

Enter a Company name and Contact name for the contractor.

Enter any additional details as required.

Click the Save button to add the contractor to the database.

Editing Contractor Details

Select a contractor. For more information on selecting contractors, see Selecting a Contractor

on page 99.

Ensure that the Details tab is selected. Editable fields relating to contractor details are

displayed.

Area A - n
Details

A -

emparyy name Coulion Coachess

Mame

Cemence Cars ~ Primary npemeer type PEV - PRV
Conftractor 2

Seboct alher nperaler bype(a}
Cax Cabe

Cuillen Coaches SHAR - Shambruck
Dave's Taxis
Desn Travel Prepriese Busict i porson

Divan Coarhes

Doughty Minibiues Hire
Fady Cars

FFF company Itd Emai
France Motors
Geoffrey's Coaches
GG Compsny
Grange Taxis

Harbesile Cars

Haywand Coaches

Howles Coaches and Minibises

Juries Speed

Latters Fravel
Byan inactive

Lavan_Contractor - Lavan_Contractor v ditvtes & Passanger assstants

Xew ) 2nct Brane Na for Yant
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Make the required changes.

Click the Save button to save your changes.

Deleting a Contractor

1. Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

2. Highlight the contractor that you want to delete and then click the delete contractor hyperlink. A
confirmation dialog is displayed.

\iehicle registration| | All -

Active Comment 2nd Phone No for Yard
Company name Cullen Coaches * Code
Name Legal name
Clemence Cars A Primary operator type PSV - PSV -
Contractor 2
Other operator type(s) Select other operator type(s) -
Cox Cabs
Cullen Coaches Area(s) covered SHAR - Shambrook =
Dave's Taxis
Dean Travel Propristor Select a person ax
Dixon Coaches Contact name M *
Doughty Minibus Hire
Address ax
Faddy Cars
FFF company Itd Email
France Mators
Phone
Geoffrey's Coaches
GG Company Phone 2
Grange Taxis Fax

Harbottle Cars

Address phone
Haywood Coaches

Howles Coaches and Minibuses

Creditor ref code Registration application dste
Jones Speed
Latimer Travel Produces own tickets O Meme
Latters Travel
» Udf
lavan inactive
Lavan_Contractor - Lavan_Contractor [\iew drivers & Passenger assistants | [cancel ]

LEA
London Transport

Luton and District
Showing 1 - 63 of 63

creste new contractor |[fSigte contratto]| export |

3. Click the Delete button to remove the contractor from the One Transport database.

Viewing Contractor Routes

1. Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

2. Select the Routes tab to display a list of all routes serviced by that contractor.

[one] Processes People Operations Utilities Admin Welcome I Help | Change Password
Stops Routes Contracts Bulk contract renewal
Search for Active contractors - Al Cars
Nams Any name characters Mark Reeve mark reeve@ireeser 01234 334741 [ actions W]
Type All -
Area Al - " n
Details Routes ‘Vehicles Checks Paymenis
Vehicle egistration| | Al -
Show only | Route code or description | or from | dd/mm. until | dd/mm _ShD',\‘aH] [ actions ¥ ]
Code = Description Operational area From Until
000003 Woburn to Cedars Upper School 2 12/01/1983  01/04/2001
Name 123 Brickhill to Grange School (Tail-Lift) 01/03/1988  31/03/1598
LS ETE A 1 Brickhill to Grange School (Tail-Lift) 01/09/2000  20/07/2001

3. If required, enter a route code or description into the Show only field or dates into the or from
and until fields. Click the Refresh button to refine your search.
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Managing a Contractor’s Vehicle Types

The Vehicle types section of the Operations | Contractors | Vehicles tab records the types of
vehicle that a particular contractor operates, as well as recording how many of each vehicle type
the contractor has.

You can configure One Transport to manage a contractor’s listed vehicle types automatically by
selecting Manage automatically from the drop-down menu at the top of the Vehicle types
section. With Manage automatically selected, One Transport populates the Vehicle types
section using the data entered in the Individual vehicles section. For more information on
adding and removing individual vehicles to a contractor’s record, see Managing a Contractor’s
Individual Vehicles on page 104.

Alternatively, you can manage a contractor’s vehicle types independently of the individual
vehicles that are listed for that contractor by selecting Allow manual management from the
drop-down menu at the top of the Vehicle types section.

Adding a Vehicle Type to a Contractor

You can only add those vehicle types that have already been created in Transport to
contractors. For more information on creating vehicle types, see Creating a Vehicle Type on
page 144.

Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

Select the Vehicles tab and open the Vehicle types section to display a list of the vehicle types
that are associated with that contractor.

Admin Welcome

Utilities

[one] Processes

People Change Password |

Operations

Bulk transfer

A1l Cars

Search for Active contractors -

fehicle jistra i M v Vehicle types @

Allow manual management -

Max (Incl.

Quantity Type Description Seating W /chairs

Name
Al Cars
Archer Carrs

Arrow Travel

i ¢
¥
1

HEL1 Helicopter 5 0
CHA1 Chariot 2

DON1 Donkey 1

standing)

Auckland Taxis

Bailey Travel
[add new type | ’ | ele se 1type]
Barton Private Hire

Ensure that Allow manual management is selected from the drop-down menu at the top of the
section and then click the add new type hyperlink to display the Add new vehicle type to fleet
dialog.

Add new vehicle type to fleet
Selecttype - | #*

[ Cancel I

Select the type of vehicle you want to add from the Select type menu.
Enter the quantity of vehicles of that type that the contractor operates.
Click the Add button to add the selected quantity of vehicles and close the dialog.
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Changing a Contractor’s Vehicle Type Quantity
Select a contractor. For more information on selecting contractors, see Selecting a Contractor

on page 99.

Managing Contractors and Contracts

Select the Vehicles tab and open the Vehicle types section to display a list of the vehicle types
that are associated with that contractor.

[one] Processes People Operations.

Utilities

Admin

Help |

Welcome

Single passenger Multiple passengers Bulk transfer

Seamhfor | Active contractors - Al Cars

lame

Type All -

Area All -

Vehicle regisiratio All - -

= w Vehicle types
Allow manual management
e Quantity Type
Al Cars 1 HEL1
A~
Archer Carrs 1 cHA1
Arrow Travel 1 DON1
Auckland Taxis
Bailey Travel
[ add new type

Barton Private Hire

Description Seating W/chairs
Helicopter 5 0 5
Chariot 2 2
Donkey 1 1

e |

Change Password

Max (Incl.
standing)

Ensure that Allow manual management is selected from the drop-down menu at the top of the
section and then highlight a vehicle type.

Click the change quantity hyperlink to display the Change quantity of dialog.

Change quantity of MB16

1

[ Cancel Z

Enter a new quantity and then click the Change button to save your changes and close the

dialog.

Removing a Vehicle Type from a Contractor
Select a contractor. For more information on selecting contractors, see Selecting a Contractor

on page 99.

Select the Vehicles tab and then open the Vehicle types section to display a list of the vehicle
types that are associated with that contractor.

Operations

Single passen

Searchfor | Active contraciors ~
Name
yo= All -
Area All -
Vehicle registration| | Al -
Name
A1 Cars

Archer Carrs
Arrow Travel
Auckland Taxis

Bailey Travel

Barton Private Hire

Utilities

Admin

Bulk transfer

A1 Cars

Help |

Welcome

w Vehicle types
Allow manual management

Quantity Type
1 HELL
1 CHAL

DON1

[addnewtype | chan

Description Seating W/chairs
Helicopter 5 0
Chariot 2
Donkey 1

e |

Change Password

Max (Incl.
standing)

Ensure that Allow manual management is selected from the drop-down menu at the top of the
section and then highlight a vehicle type. Click the delete selected type hyperlink. A
confirmation dialog is displayed.

Click the Yes button to delete the vehicle type and close the dialog.
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Managing a Contractor’s Individual Vehicles

The Individual vehicles section of the Operations | Contractors | Vehicles tab enables you to
record details of the individual vehicles that a particular contractor operates.

Adding an Individual Vehicle to a Contractor

Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

Select the Vehicles tab and then open the Individual vehicles section to display a list of the
individual vehicles operated by the contractor.

Wehicle egistratio Al ot ..
¥ Vehicle types
C Sl scarch - .
i) i + Individual vehicles
= Registration Type [ description From Until Ins exp Tax exp MOT exp
ame
o ov08 zng C053-bus. 01/10/2014 10/11/2014 29/10/2014 08/10/2014
ars
-~
a1l - anil0

ani131 - anil3l

Archer Carrs

Arrow Travel

asa - asa

delete vehicle

[add new vehicle | see checks for this vehicle

Auckland Taxis

Click the add new vehicle hyperlink to display editable fields related to vehicle details.

[ see checks for this vehicle | delete vehicle
[actions ¥ ]
Registration ov02 zng isoftyps | COS3-Coach v | % bus * Memo
Operated from 01/10/2014 until
Expiry of insurance 10/11/2014 Tax 20/10/2014 MOT 08M0/2014
[cancel]

Enter the vehicle’s Registration.
Select the vehicle’s type from the is of type menu.
Enter a Description of the vehicle.

Enter dates into the Operated from, until, Expiry of insurance, (expiry of) Tax and (expiry of)
MOT fields as required.

Click the Save button to add the vehicle to the contractor’s list.

Deleting a Vehicle from a Contractor

Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

Select the Vehicles tab and then open the Individual vehicles section to display a list of the
individual vehicles operated by the contractor.

Vehicle gistratic All ot o
: > Vehicle types
Lear] - _
il + Individual vehicles
" Registration  Type / description From Until Ins exp Tax exp MOT exp
ame
ov08 zng CO53-bus 01/10/2014 10/11/2014 259/10/2014 08/10/2014
Al Cars
~
ani10 - ani10

ani131 - ani131
Archer Carrs
Arrow Travel

asa - asa

Auckland Taxis [add new vehicle | see checks for this vehicle | delete vehicle ]
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Highlight the vehicle you want to delete and then click the delete vehicle hyperlink. A
confirmation dialog is displayed.

Click the Delete button to delete the vehicle record.

Managing Vehicle Checks

The Operations | Contractors | Checks tab enables you to record roadworthiness checks on a
contractor’s vehicles.

Recording a Vehicle Check

Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

Select the Checks tab and then click the record new check hyperlink. Editable fields related to
vehicle checks are displayed.

Area Al v
/enicle Al e Show checks on between and | 10102014 GG scarch |
[cleat -s“"’ Registration ©  Type/description Date Roadworthiness
Name
Al Cars
A

ani10 - anilo
ani131 - anit31
Archer Carrs
Arrow Travel
Auckland Taxis

) Na records to view
Bailey Travel
Barton Private Hire i —— !
Bemnie's Taxis Regisiration * was checked on
Better Travel

Chesked by [+ & 2

Bond Travel
Bowers Minibuses Type — Vehicle Type — -
BR-Contractor1-Plsdn't use - BR-Contractori-Pisdn't u o B Meme
Carter Coaches [ Cance

Enter the Registration of the checked vehicle.

If required, enter the date of the check into the checked on field.
Select the surveyor who checked the vehicle:

a. Click the Checked by browse to open the Select a Surveyor dialog.

Select a Surveyor

Name *

[Close ]

b. Highlight the required surveyor.
c. Click the Select button to select the surveyor and close the dialog.

NOTE: The Select a Surveyor dialog only lists people who have been previously designated as
surveyors. For more information on designating people as surveyors, see Managing Surveyors on page
142.

Select Vehicle Type and Outcome details as required.

Click the Save button to record the vehicle check.
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Viewing a Vehicle’s Check Records

There are two ways of accessing a vehicle’s check records. One option is to search for the
vehicle in the Checks tab:

Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

Select the Checks tab to display vehicle search fields.

[one] Processes People Operations. Utilities d Welcome I Help | Change Password |
Stops Routes ontractors Confracts Bulk

Searchfor | Active contractors - A1 Cars

Name ny name charact [ actions ¥]
Type All -

All -
fehicle feghtatn All e Show checks on egisirati between | ddir y and 1410312017 [clear] ﬁ
Eglear] -su Registration » _Type/description Date Roadworthiness

Enter registration details for the vehicle.

Enter a check date range into the between and and fields

Click the Search button to return a list of vehicles with checks that match your search criteria.
Select a vehicle to view the checks that are associated with that vehicle.

The registration, between and and fields are optional. Leaving these fields blank and clicking
the Search button returns a list of all vehicle checks.

Alternatively, you can select a vehicle in the Vehicle tab and then use the See checks for this
vehicle function.

Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

Select the Vehicles tab and then open the Individual vehicles section to display a list of the
individual vehicles operated by the contractor.

[one] Processes People Utilities Admin Welcome Change Password I Logout
Stops Routes Contracts Bulk contract renewal

Search for Active contractors - Al Cars

Mame A ame characiers Mark Reeve mark.resve@ireessr... 01234 334741 [ actions ¥]

Type Al -

Area All - q -

Details Routes Vehicles Payments
Vehicle egistration All A4 .
R » Vehicle types
2= + Individual vehicles

N Registration Type / description From Until Ins exp Tax exp MOT exp

lame

B4NHUR CHA1-Chariot
Al Cars
~ CHOPPA HEL1-Helicopter
Archer Carrs
DOBB1N DON1-Donkey

Arrow Travel
Auckland Taxis
Bailey Travel
Barton Private Hire
Bernie's Taxis [ add new vehicle | see checks for this vehicle | delete vehicle

Highlight the vehicle whose checks you want to view and click the see checks for this vehicle
hyperlink. One opens the Checks tab and automatically searches for the vehicle’s check history.

Deleting a Vehicle Check

Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

Select the Checks tab. A list of that contractor’s previous vehicle checks is displayed.
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A1 Cars

Search for Active contractors ot
M =g [actions 7]
Type All -

Area All i icles Checks Paym
- WVehi heck: -enls
siratio between | ddimmiyyyy and 10/10/2014 Lol -

Nehisle egisiralion| (28R bt Show checks on
[ciear] - Registration = Type/description Date Roadwarthiness
T35T 01 COS55 - Coach (55 seater)
Name
Al Cars
~
anill - anil®

anil31 - anil31
Archer Carrs
Arrow Travel
asa - asa
Auckland Taxis

Show 1-1of1
Bailey Travel owing °

R e e [ record new check | delete check ]

Highlight a check and then click the delete check hyperlink. A confirmation dialog is displayed.
Click the Yes button to delete the check.

Managing Contractor Payments

The Operations | Contractors | Payments tab enables you to generate payments to
contractors either individually or in bulk.

Creating Individual Contractor Payments

1. Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

2. Select the Payments tab. A list of the selected contractor’s previous payments is displayed.

e registration| | Al T :zt"’ec;ig:ce Eeosugfiputoigﬁ = Period from Until Due on Net amount
[clear] @ 543 NEWO012 - Newland Primary ¢ 01/08/2000 31/08/2000 20.00
dfgdf 123 - Brickhill to Grange Sch  01/03/1999 31/03/1999 3,795.00
e cheryll DAUB1 - Bromham to Daubel 01/06/1998  30/06/1998 120.00
cheryl02 DAUB1 - Bromham to Daubel  01/08/1998  30/06/1998 120.00
o Al/julyas DAUB1 - Bromham to Daubel  01/06/1998  30/06/1998 120.00
invoo1 SHAR13 - Shelton to Shambr  01/01/1996  31/12/1996 3,960.00 N
[ create single new payment | generate multiple new payments |

3. Click the Create Single New Payment hyperlink. Editable fields related to payment details are
displayed.

[ create single new payment | generate mulfiple new payments 1
Serial number 0 {this unigue number is automatically generated)
Invoice reference %  (from contractor) Memo ¥
Contract QX #* LA reference number
Period from dd/mmfyyyy | %  unti dd/mmiyyyy | ¥
Entered on 10102014 Due on dd/mm/yyyy Paid on
MNet amount 0.00 (pounds) ¥
WAT 0.00 (pounds) @ 0.00 %
Total payment 0.00
» Udf
[cancel ]

4. Enter an Invoice reference. This is the reference provided by the contractor.
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5. If applicable, select the contract that the payment applies to:
a. Click the Contract browse to display the Select a contract dialog.

Select a contract
Gontract

Route

Period

o Until Route code & Description

Contract No

05/08/1851 SHAR13 - Shelton to Sharnbrook Uj

01/03/1998 31/03/1998 123 - Brickhill to Grange School (T:
1245 01/09/2000 20/07/2001 123 - Brickhill to Grange School (T:

01/01/1998 31/03/1998 GROUPI - Group 1

18/03/1998 31/12/1998 IMPOO1 - Route to Check Annual Re

24/03/1998 01/10/2002 NEWD12 - Newland Primary School

01/09/1998 31/12/1998 SOL - Solankis Test

12/01/1993  01/04/2001 000003 - Woburn to Cedars Upper

01/02/2001 MISC - Miscellaneous Social Service
Showing 1 - 13 of 13 contract(s)

[ cancel

b. Enter search criteria and then click the Search button to display a list of matching contracts.

c. Highlight the contract you want to use and then click the Select button to select that contract
and close the dialog.

If required, enter an LA reference number.
Enter valid dates into the Period from and until fields.

Enter valid dates into the Entered on, Due on and Paid on fields as required.

© © N o

Enter the Net amount of the payment in pounds. The non-editable VAT and Total payment
fields update to show the total cost of the payment.

NOTE: The VAT rate used to calculate the total payment is defined by the contract the payment is made
against. For information on changing a contract’s VAT rate, see Setting Contract Costs on page 113.

10. Click the Save button to save the payment.

NOTE: You can also add a new payment from the Operations | Contracts | Payments tab. To do so,
click the add new payment for this contract hyperlink. The create new single payment menu appears
with the selected contract pre-populated in the Contract field.

Generating Multiple Contractor Payments

1. Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

2. Select the Payments tab. A list of the selected contractor’s previous payments is displayed.

Vehicle All - Invoice Route code & ; :
reference et Period from Until Due on Net amount
[clear] @ 543 MEWO012 - Newland Primary ¢ 01/08/2000 31/08/2000 20.00
dfgdf 123 - Brickhill to Grange Sch  01/03/1999 31/03/1999 3,795.00
Name cheryll DAUB1 - Bromham to Dauber 01/06/1998 30/06/1998 120.00
cheryl02 DAUB1 - Bromham to Dauber 01/06/1998  30/06/1998 120.00
~ Al/julya8 DAUB1 - Bromham to Daubel 01/06/1998 30/06/1098 120.00
inv001 SHAR13 - Shelton to Shambi  01/01/1996  31/12/1996 3,960.00 v
[ create single new payment | generate multiple new payments

3. Click the generate multiple new payments hyperlink to display the Generate multiple new
payments to dialog.
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Generate multiple new payments to A1 Cars
Generate all payments for period from to ﬁ

[eancel ]

Enter dates into the Generate all payments for period from and to fields and then click the
Preview button. A list of all contracts and routes requiring payment for the specified time period
is displayed. The Already Paid column shows the amount already paid for each contract within
the period being processed.

Generate multiple new payments to A1 Cars
Generate all payments for period from 11/05/2016 to 11/05/2016 m
Apply to all |:| Invoice reference Payment date
[] Contract Route code & description Invoice reference Amount Paid on };'Iari:ajady
- Shelton to Sharnbrook Upper Scho . .
SHAR13 - Shelton to Sharnbrook U Sch 0.00 0.00
- Miscellaneous Social Service Paymen . X
O MISC - Miscell Social 5 P t 0.00 0.00
Total 0.00
[cancel]

If required, use the Apply to all flag to apply an invoice reference and payment date to all
contracts in the list:

a. Select the Apply to all check box.
b. Enter an Invoice reference.
c. Enter a Payment date.

Use the check boxes to select the contracts you want to make payments for. If you entered an
Invoice reference and Payment date in step 5, then these details are populated for the
selected contracts.

For each selected contract, enter a payment about into the Amount field. The Total field
displays a running total of all payments for the selected contracts.

If you did not enter an Invoice reference and Payment date in step 5, then enter these details
into the Invoice reference and Paid on fields for each individual contract.

Click the Finish button to make the payments and close the dialog.

Deleting Contractor Payments

Select a contractor. For more information on selecting contractors, see Selecting a Contractor
on page 99.

Select the Payments tab. A list of the selected contractor’s previous payments is displayed.

A Al
\ehicle All e Invoice Route code & - q
. ) reference esption Period from Until Due on Net amount
ILCEISN Search 543 NEWO012 - Newland Primary ¢ 01/08/2000 31/08/2000 20.00
dfgdf 123 - Brickhill to Grange Sch  01/03/1999  31/03/1999 3,795.00
Name cheryll DAUB1 - Bromham to Dauber 01/06/1998 20/06/1998 120.00
cheryl02 DAUB1 - Bromham to Dauber 01/06/1998 20/06/1998 120.00
= Al/fjulyos DAUB1 - Bromham te Dauber  01/06/1998  30/06/1908 120.00
inv001 SHAR13 - Shelton to Sharnbr  01/01/1996 31/12/1996 3,960.00 N
[ create single new payment | generate multiple new payments
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Highlight the payment you want to delete and then click the delete payment hyperlink. A
confirmation dialog is displayed.

Click the Delete button to delete the payment.

NOTE: You cannot delete payments with a recorded Paid On date.

Managing Contracts

Contracts are a separate entity to routes in One Transport v4. Managing contracts and routes
independently enables you to set up contracts for future use, as all contracts have a specified
Start Date.

Selecting a Contract

Select the Operations area and open the Contracts page. Search fields relating to contract
details are displayed.

[one] People Operations Utilities Admin Welcome | Change Password |  Logout
Stops Routes Contractors Contracts Bulk contract renewal
Include Current and future contracts b No contract selected

Mumber
MName

Type Al -

Route route ax

[clear]

Enter search criteria for the contract you want to select. You can enter the following criteria:
= Include: Select from Current and future contracts, Future contracts or All contracts.
m Contract Number:

m Contractor Name:

m Type.

m Route: Returns those contracts which relate to a particular route.

Click the Search button. A list of the contracts that match your search criteria is displayed.

NOTE: To export the returned search results into a spreadsheet file, click the export hyperlink at the
bottom of the list.

Highlight the contract you want to view.

NOTE: All search fields are optional. Clicking the Search button without entering any search criteria
returns a list of all the contracts in One.

One Transport displays the number of results matching the entered search criteria at the bottom of the
search panel. However, Access Control List (ACL) restrictions are applied in-between the search being
completed and the results being displayed. Therefore, the number of results visible on screen may not
match the given number of results, depending on the ACLs applicable to your One user ID. For more
information on ACLs in One see the RG_ACL_ACL Definition reference guide, available from
www.onepublications.com and My Account.
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Creating a Contract
Select the Operations area and open the Contracts page.

Click the Search button and then click the create new contract hyperlink. Editable fields related
to contract details are displayed.

Routes Contractors Contracts Bulk contract renewal
Include Gurrent and future contracts >
Number Contract numbe Al Cars Route MISC - Miscellaneo D1/02/2001 until — [ actions ¥ 1
Name Cont ame
Details Payments
Type All -
Route route Qx [ty
— @ Contractor Al Cars [s% { ]
Number
Contractor Route Date Type Please select - | *
111111 - Wobum £ ~ Route MISC - Miscellaneous Social Service Payments ax»
A1 Cars SHAR13 - Shelton tc05/09/1991
A1 Cars MISC - Miscellaneou 01/02/2001
Archer Carrs. SHAR1 - Clapham, h28/04/1957 Start date 01/02/2001 ¥ Started because Nothing selected -
Archer Carrs 891GP - Woburn to 101/06/2000
End date dd/mmiyyyy Ended because Mothing selected -
Arrow Travel SHAR4 - Oakley to £01/10/2000
Arrow Travel DWB3 - Domsday Di 07/06/2000 Memo +
Arrow Travel GAD1 - Green Abbey 01/09/2006 [cancel]
Arrow Travel ABB001 - Abbey Mid 02/10/2000
Auckland Taxis SHAR7 - Wymington 01/01/2001
Auckland Taxis STEVE1 - Woburn ta 01/06/2000
Auckland Taxis SHAR7 - Wymington 01/05/2001
Bernie's Taxis BDCCO1 - Bedford D01/03/2001
Contractor 2 RO02 - TR-Route2  01/08/2013
Dave's Taxis SHAR11 - Whitwick 1 05/09/1991
Doughty Minibus Hir SHAR14 - Yielden to 05/09/1991
FFF company Itd  TTT - Test1 - Test2 06/08/2013
FFF company Itd ~ ROO1 - TR-Routel  01/08/2013
Jones Speed SHARS - Pertenhall, 05/05/1991
Latimer Travel SHARS - Stevington 05/09/1991
Mastek mators GRANHI - Grange Hi 25/01/1998
Mastek motors GRANHI - Grange Hi01/01/1996
McGowan's Taxis ~ SHAR1S - Oakley to 10/01/1992
McQueen Transport SHARLO - Bolnhurst, 01/07/1996
Murdoch Travel  SHAR12 - Riseley to 05/09/1951
Showing 1 - 28 of 29
[ treate new contract | delete contract | xport |

Select a Contractor:

a. Click the Contractor browse to display the Select Contractor dialog.

Select Contractor
W] Active
[ Clear Search ]
Company Name Contact Telephone Active

Al Cars Ma 0 A
anil0 te:
anil3il ar
Archer Carrs Hu or 4

Arrow Travel Jo 8

asa as
Auckland Taxis Jo 8

Bailey Travel ch 9
Barton Private Hire Jo 0
Bernie's Taxis Be 2 v
PP - - (]
Showing 1 - 71 of 71

[ Close ]
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b. If required, enter the name of the contractor into the Search with company name field and
then click the Search button. A list of matching contractors is displayed.

c. Highlight the required contractor and then click the Select button to select that contractor and
close the dialog.

If required, enter a contract Number.

Select a contract Type.

If required, select a Route:

a. Click the Route browse to display the Select from all available routes dialog.

Select from all available routes

Co
Deseription
Base Schools ax
Type Al types -
Ares Al areas -
Dates Al -

Code Description Area  Empty seats
Mo records to view next =

[cancel

b. Enter search criteria and then click the Search button to display a list of matching routes.

c. Highlight the route you want to use and then click the Select button to select that route and
close the browse.

Enter a Start date for the contract.
Enter Started because, End date and Ended because information as required.
Click the Save button to save the new contract.

Editing Contract Details

Select a contract. For more information on selecting contracts, see Selecting a Contract on page
110.

Ensure that the Details tab is selected. Editable fields related to contract details are displayed.

nclude Current and future contracts -
Number Amow Travel Route SHAR4 - Oakley fo ... D1/10/2000 until — [ctions ¥ ]
ame
Type Al -
s ¥
Route route ax ns ¥ ]
e Contractor | Amrow Travel Qu*
o
Number
Contractor Route Date Type Please select - | *
ani1o - anil0 test21 - test 02/10/2014 Route SHAR4-Oakley to Sharnbrook Upper School Q¥
Archer Carrs 891GP - Woburn to 101/06/2000
Arrow Travel SHAR4 - Dakley to £01/10/2000
Arrow Travel DWB3 - Domsday Di 07/06/2000 Start date 01/10/2000 #*  Started because Nothing selected -
Arrow Travel GAO1 - Green Abbey 01/09/2006 End date Ended because Nothing selected -
Arrow Travel ABBOO1 - Abbey Mid 02/10/2000 -
Memo
Arrow Travel NNR3 - Neels Journe 01/05/2014
Arrow Travel NNR3 - Neels Journe 01/12/2014 » Udf
Arrow Travel ND - Neels DTD Rou 01/12/2014
cancel]
Arrow Travel ND - Neels DTD Rou 01/05/2014

3. Make the required changes.
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Click the Save button to save your changes.

NOTE: Contract details are still editable for a period of time after a contract has ended. To configure how
long an expired contract should remain editable, edit the No. of days contracts should remain
editable after the closure field on the Admin | Default values & behaviours | Invoices & payments

page.

Deleting a Contract

You can only delete future contracts from One Transport. Past or current contracts may not be
deleted.

Select a contract. For more information on selecting contracts, see Selecting a Contract on page
110.

TTame

Type All -
Route route ax DL
- Contractor | Amow Travel Qx*
Number
Contractor Route Date Type Please select - | ¥
ani10 - anild test21 - test 02/10/2014 Route SHAR4-Oakley to Shambrook Upper School Qx*
Archer Carrs 891GP - Woburn to 101/06/2000
Arrow Travel SHARS - Oakley to £01/10/2000
Arrow Travel DWBS3 - Domsday Di 07/06/2000 Start date 01/10/2000 % Started because Nothing selected -
Arrow Travel GAO1 - Green Abbey 01/09/2006 End date ddimmiyyyy Ended because Nothing selected -
Arrow Travel ABBO01 - Abbey Mid 02/10/2000
Arrow Travel NNR3 - Neels Journe 01/09/2014 Hemo *
Arrow Travel NNR3 - Neels Journe 01/12/2014 ¥ Udf
Arrow Travel ND - Meels DTD Rou 01/12/2014
cancel |
Arrow Travel ND - Meels DTD Rou 01/09/2014
Arrow Travel INT-BR1234 - Descr 06/10/2014
Arrow Travel NROUTE - Neels STL01/12/2014
Arrow Travel NROUTE - Neels STL01/09/2014
Arrow Travel NNR2 - Neels NET R 01/12/2014
Arrow Travel NNR2 - Neels NET R 01/05/2014
Auckland Taxis SHARY - Wymington 01/01/2001
Auckland Taxis STEVEL - Woburn to 01/06/2000
Auckland Taxis SHARZ - Wymington 01/09/2001
Auckland Taxis ROC1 - Loading Rou 01/10/2014
Auckland Taxis INT-BR1 - INT-BR1-08/10/2014
Bailey Travel SHAR1 - Clapham, F03/10/2014
Bailey Travel SHAR1 - Clapham, b 15/10/2014
Bernie's Taxis BDCCO1 - Bedford D01/03/2001
BR-Contractorl-Plsd 9 - BR-Routed 12/09/2014 v
BR-Contractorl-Plsd 3 - BR-Route3 08/10/2014
Showing 1 - 59 of 59
create new contract | | export

Click the delete contract hyperlink. A confirmation dialog is displayed.
Click the Delete button to close the dialog and delete the contract.

Setting Contract Costs

Select a contract. For more information on selecting contracts, see Selecting a Contract on page
110.

Select the Costs tab and open the Costs section. Editable fields relating to contract costs are
displayed.
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coue | (S
Type All -
Route route ax v Costs
[elear] Daily cost 180 (pounds)
Daily asst. cost (pounds)
Contractor Route Date
Total net cost £180 plus £ 31.50 VAT at Standard rate VAT hd of 17.50 %
anilo - anild test21 - test 02/10/2014 A
Archer Carrs 891GP - Woburn ta 101/06/2000 Gross Total S including VAT
Arrow Travel 5HAR4 - Oakley to £01/10/2000
Monthly cost (pounds)
Arrow Travel DWE3 - Domsday Di07/06/2000
Arrow Travel GAO1 - Green Abbey 01/05/2006 Gioason CORt (pounds)
Arrow Travel ABBOO1 - Abbey Mid 02/10/2000 [ cancel]

3. Enter the required cost details. The available fields are:
m Daily cost
m Daily asst. (assistant) cost (pounds)

m VAT At: Enables you to select the VAT rate that applies to the contract. Select from Not
VATable, Zero Rated and Standard Rate VAT. The non-editable Including VAT field
updates accordingly.

= Monthly cost
m Season cost

4. Click the Save button to save your changes.

Recording Contract Revisions

The Revisions section of the Operations | Contracts | Costs tab enables you to record rate
revisions against a contract. You can use revisions to alter the amount of money paid against a
contract for a specific time period, with the contract reverting back to its original rates once the
revision period is over.

Adding a Contract Revision

1. Select a contract. For more information on selecting contracts, see Selecting a Contract on page
110.

2. Select the Costs tab and open the Revisions section. A list of the contract’s past and current
revisions is displayed.

[one] Processes People Utilities Admin Welcome Help Change Password Logout
Stops Routes Contractors Bulk contract renewal

Include Current and future contracts -

Number Route 111111 - Woburn to.. — until - o9

uame Contractor name

Type All -

Route route ax > Costs

v Revisions
Contractor Route Date Date * Daily cost Daily asst. cost Reason Status
111111 - Woburn to A 13/03/2017  1.00 0.00 Not processed
Al Cars SHARL3 - Shelton tc05/09/1951 12/03/2017  5.00 0.00 Not processed
Al Cars MISC - Miscellaneou 01/02/2001
Archer Carrs SHAR1 - Clapham, 128/04/1997
Archer Carrs 891GP - Woburn to 101/06/2000
Arrow Travel SHARA4 - Oakley to £01/10/2000
Arrow Travel DWB3 - Domsday Di07/06/2000
Arrow Travel GAD1 - Green Abbey01/09/2006
[ add revisien(s) | | 1

3. Click the add revision(s) hyperlink to display the Create daily revision(s) dialog.
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Create daily revision(s)

*

[ cancel ]

Enter the start date of the revision into the Create revisions between field.
If required, enter an end date for the revision into the and field.

Enter the revised Daily cost of the contract.

If required, enter a revised Daily asst. cost.

Enter a Reason for revision(s) as required.

Click the Add button to add the revision and close the dialog.

Editing a Contract Revision

Select a contract. For more information on selecting contracts, see Selecting a Contract on page
110.

Select the Costs tab and open the Revisions section. A list of the contract’s past and current
revisions is displayed.

Highlight the revision that you want to edit and then click the edit revision hyperlink to display
the Edit revision dialog.

Edit revision

08/08/2014| ¥

10 *

[ cancel ]

Make the required edits.
Click the Update button to confirm your changes and close the dialog.

Deleting a Contract Revision

Select a contract. For more information on selecting contracts, see Selecting a Contract on page
110.

Select the Costs tab and open the Revisions section. A list of the contract’s past and current
revisions is displayed.

Highlight the revision that you want to delete and then click the delete revision hyperlink. A
confirmation dialog is displayed.
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[ actions ¥ ]

Status
Mot processed

Mot processed

Operations Utilities Admin Change
Routes Contractors Contracts Bulk contract renewal
nclude Current and future contracts -
Number Contract number Route 111111 - Wobum to — until —
Name Contractor name
Type All -
Routs route ax » Costs
+ Revisions
Contractor Route Date Date + Daily cost Daily asst. cost Reason
111111 - Woburn to 13/03/2017  1.00 0.00
Al Cars SHAR13 - Shelton tc05/09/1991 12/03/2017  5.00 0.00
Al Cars MISC - Miscellaneou 01/02/2001
Archer Carrs SHAR1 - Clapham, b 28/04/1997
Archer Carrs 891GP - Woburn to 101/06/2000
Arrow Travel SHAR4 - Oakley to £01/10/2000
Arrow Travel DWB3 - Domsday Di07/06/2000
Arrow Travel GAO1 - Green Abbey 01/09/2006 [ | ]
add revision(s

Click the Delete button to delete the revision and close the dialog.

Managing Contract Budget Codes
Adding a Budget Code to a Contract

Select a contract. For more information on selecting contracts, see Selecting a Contract on page

110.

Select the Costs tab and then open the Budget codes section. A list of the contract’s current

and past budget codes is displayed.

Admin

Stops Routes Contractors Contracts

include Current and future contracts -

Number

Name

Type All -

Route route ax
Contractor Route Date

111111 - Woburn to

Al Cars SHAR13 - Shelton tc 05/09/1991
Al Cars MISC - Miscellaneou 01/02/2001
Archer Carrs SHAR1 - Clapham, I28/04/1997
Archer Carrs 891GP - Woburn to 101/06/2000
Arrow Travel SHAR4 - Oakley to £01/10/2000
Arrow Travel DWB3 - Domsday Di 07/06/2000
Arrow Travel GAD1 - Green Abbey01/09/2006
Arrow Travel ABBOO1 - Abbey Mid 02/10/2000
Auckland Taxis SHAR7 - Wymington01/01/2001

Bulk contract renewal

Route 111111 - Wobum to... —unfil — [actions ¥ ]

» Costs

Payments

» Revisions

+w Budget codes

Budget code & description %

PRI - Primary Transport 10

[ a0d budget code

[cancel ] E

Click the add budget code hyperlink to display the Add budget code dialog.

Add hudget code

Choose budget code -~ | % *

[ cancel ]
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Select the budget code you want to add from the Choose budget code menu.

The Choose budget code menu only lists those budget codes that have already been
configured in Transport. For more information on configuring budget codes, see Configuring

Budget Codes on page 148.

Enter a % value for the budget code. This is the percentage of the total cost which each of the
budget codes will bear within the year for each contract.

Click the OK button to add the code to the contract and close the dialog.

Editing Contract Budget Codes

NOTE: You can only edit the budget codes of contracts that have had payments issued against them if
the Budget Codes After Payments permission is set to R-W for your account. This permission is not
required to edit the budget code of contracts that have not yet had any payments completed.

For more information on editing permissions, see the Managing Users, Groups & Permissions handbook,
available from www.onepublications.com and My Account.

Select a contract. For more information on selecting contracts, see Selecting a Contract on page
110.

Select the Costs tab and then open the Budget codes section. A list of the contract’s current
and past budget codes is displayed.

Highlight the budget code you want to edit and then click the Edit budget code hyperlink to
display the Edit budget code dialog.

Edit budget code

PRI - Primary Transport - *® 25 *

[ cancel

Make the required changes.
Click the OK button to save your changes and close the dialog.

Removing Contract Budget Codes

Select a contract. For more information on selecting contracts, see Selecting a Contract on page
110.

Select the Costs tab and then open the Budget codes section. A list of the contract’s current
and past budget codes is displayed.

Highlight the budget code you want to delete and then click the remove budget code hyperlink.
A confirmation dialog displays.

Type Al -
Route route ax % Costs

¥ Revisions

Contractor Route Date
+ Budget codes
111111 - Woburn to

Al Cars

Al Cars

ani10 - anil0
anil0 - anil0
Archer Carrs
Arrow Travel
Arrow Travel
Arrow Travel

Arrow Travel

SHAR13 - Shelton tc05/09/1991
MISC - Miscellaneou 01/02/2001
567 - test 01/10/2014
test21 - test 02/10/2014
891GP - Woburn to 101/06/2000
SHAR4 - Oakley to £01/10/2000
DWB3 - Domsday Di07/06/2000
GAOD1 - Green Abbey 01/09/2006
ABBOO1 - Abbey Mid02/10/2000

Budget code & description
SEC - Secondary Transport

[ 2dd budgst code | edit budget code

[cancel ]
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Click the Delete button to remove the code and close the dialog.

Viewing Payments Against a Contract

Select a contract. For more information on selecting contracts, see Selecting a Contract on page
110.

Select the Payments tab. A list of all payments made against the selected contract is displayed.

Stops Routes Contractors Contracts Bulk coniract renewal
Include Current and future contracts -
Number Arrow Travel Route SHAR4 - Oakley o . 011072000 until — [ actions ¥ |
Name
Type All -
ax Invoice reference Route code & description  Period from Until Due on Net amount
Route foliis EMS2 SHAR4 - Oakley to Sharnbroo  01/10/2002  31/10/2002 4,140.00

NOTE: To add a new contract payment, click the add new payment for this contract hyperlink. The
Operations | Contractors | Payments screen is displayed, with the selected contract pre-populated in
the Contract field. For more information on generating contract payments, see Managing Contractor

Payments on page 107.

Renewing Contracts in Bulk

Select the Operations area and open the Bulk contract renewal page. Selection fields relating
to contract details are displayed.

Utilities Admin Welcome I Help | Change Password Logout

Operations

Contracts

Processes

People

[one]

Stops Routes Contractors

Renew all contract for contractor * and | ¢

Search for the contracts you want to renew:

a. Select a contractor from the Renew all contract for browse.

b. Enter a start date for the contracts into the between field.

c. If required, enter an end date for the contracts into the and field.

d. Click the Preview button. A list of the affected contracts is displayed.

People Utilities

Processes Admin

[one]

Stops

Routes

Contractors

Contracts

Renew all contract for

[] Contract number <

O
O
O

Start new contracts on
End existing contracts beacause

Apply a price change of

Auckland Taxis

Qx*

Route code & description
STEVEL - Woburn to Cedars Upper School
SHARY - Wymington and Podington to Sharnbrook US

SHARY - Wymington and Podington to Sharnbrook US
*  andendon
End of contract -

# 9 rounded to the nearest

Welcome | Help | Change Password I Logout
between | 02/01/2017 |% and m
From Until
01/06/2000
01/01/2001
01/09/2001
or take end date from existing contracts D
and start new contracts because New/First Contract -
select - | ¥ to Daily cost, Daily asst. cost, Monthly cost and Season cost -
[clear ]

3. Select the check boxes next to the contracts you want to renew. Alternatively, select the topmost
check box to select all contracts in the list.
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Enter a valid date into the Start new contracts on field.

Select an end date for the new contracts. There are two ways you can do this:
m Enter a valid date into the and end on field.

m Select the take end date from existing contracts check box.

Select a reason for ending the existing contracts from the End existing contracts because
menu.

Select a reason for starting the new contracts form the start new contracts because menu.
Enter price change details for the new contracts:

a. Enter the percentage value you want to change the contract by into the Apply a price
change of field. This value can be either positive or negative.

b. Select a rounding denomination from the rounded to the nearest menu.
c. Select the applicable costs from the to menu.

Click the Renew select contracts button to renew the selected contracts. A confirmation dialog is
displayed.
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06 ‘ Using the Actions Menu

The actions menu is found in several locations within One Transport. It comprises a suite of
functions which are common to most entities within the database, such as the ability to add pop-
up alerts or link documents. The menu becomes available once you have selected an entity, for
example by selecting a person through People | Personal info or a contractor through
Operations | Contractors.

[one] Pecple ions Utilities Admin I | Change Password
Single passeng

Multiple passengers Bulk fransfer
Personal info Process status.

Search for Active people in this authority -

[ clear | show all | hide al:}
[Fa

Name DOB Postcode

Date = Address Destination

] [sctions W]

ssenger info | Personal info | Driver / assistant info ]

[ ereate new application | delete ]

The Actions menu

Managing Alerts

Alerts are context-specific pop-up messages that are displayed when an entity is selected. One
Transport enables you to configure internal alerts for use within the transport system itself.

It is also possible to create system wide alerts within One. For more information on creating
system wide alerts see the RG_Administration_Alerts reference guide, available from
www.onepublications.com and My Account.

Creating an Alert

Open the actions menu and select the Maintain alerts menu option to display the Maintain
alerts dialog.

Maintain Alerts

No Alerts to edit

Close

Click the Add Alert button to display the Add dialog.

Add

Alert

Expiry Date
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Enter the alert text into the Alert field.
If required, enter an Expiry Date.
Click the Save button.

Editing an Alert

Open the actions menu and select the Maintain alerts menu option to display the Maintain
alerts dialog.

Maintain Alerts

Alert successfully added!

Test

Expires on 23/08/2014 o o
Test
Expires on 22/08/2014 o®

Close

Click the Edit button for the alert you want to edit. The Edit dialog is displayed.

Edit

Alert
Test

Expiry Date

23/08/2014

Make the required changes.
Click the Save button to save your changes.

Deleting an Alert

Open the actions menu and select the Maintain alerts menu option to display the Maintain
alerts dialog.

Maintain Alerts

Alert successfully added!

Test

Expires on 23/08/2014 o o
Test
Expires on 22/08/2014 LT ]

Close
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2. Click the Delete button for the alert you want to delete. The Do you want to delete this Alert?

o~ WD

dialog is displayed.

Do you want to delete this Alert?

Alert
Test

Expiry Date

23/08/2014

Click the Delete button to delete the alert.

NOTE: SQL and trigger alerts defined in One v4 are also displayed when transport entities are selected.

Managing Linked Documents

You can use the actions menu to link documents to entities within One Transport. For example,
you might link a scan of a signed paper contract to the equivalent One Transport contract
record.

Linking a Document

Open the actions menu and select the Linked documents menu option to display the
Documents linked to dialog.

Documents linked to o

File Description File Name Linked By on

[ | link & new document | I 1
Description

File Name Copy fo Database

[ cancel ]@

Click the link a new document hyperlink to display the Open dialog.

Select the document that you want to add and then click the Open button.
Enter a Description for the document.

Click the Save button to upload and link the document to the person’s record.

Updating a Linked Document

Open the actions menu and select the Linked documents menu option to display the
Documents linked to dialog.

Highlight the document you want to update.
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Documents linked to |

File Description File Name Linked By on

Transport Transport SAD.doox System Administrato: 10/10/2014

[ open this document | fink a new document | update document | remove link ]
Description Transport

File Name Transport SAD.docx Copy to Database

[E)| Cics: |

Click the update document hyperlink to display the Open dialog.

Select the updated version of the document and then click the Open button.

Click the Save button. A confirmation dialog is displayed.

Click the Yes button to replace the old version of the document with the updated version.

Opening a Linked Document

Open the actions menu and select the Linked documents menu option to display the
Documents linked to dialog.

Highlight the document you want to open.

Documents linked to |

File Description File Name Linked By On

Transport Transport SAD.docx System Administrato: 10/10/2014

[ open this document | link a new document | update document | remove link |
Description Transport

File Name Transport SAD docx Copy to Datahase

PSR Clos |

Click the open this document hyperlink to download a copy of the document.

Deleting a Linked Document

Open the actions menu and select the Linked documents menu option to display the
Documents linked to dialog.

Highlight the document you want to delete.

Documents linked to |

File Description File Name Linked By On
Transport Transport SAD.docx System Administratol 10/10/2014

[ open this document | fink 2 new document | update document | remove link |
Description Transport

File Name Transport SAD.docx opy to Database

[EEE] Cos: |

Click the remove link hyperlink. A confirmation dialog is displayed.
Click the Yes button to delete the document.
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Viewing the Entity History

The Entity History is a log of all changes made to an entity. For example, the Entity History for a
passenger shows the times that that person’s details were updated in One Transport, and which
user updated them.

Entity History

Person # - EntityId Action Performed User Name Timestamp Note
17279081107 Updated SYSADMIN 10/10/2014 16:09:33 Linked Document Added
17289081107 Updated SYSADMIN 10/10/2014 16:13:06 Linked Document Updated

To open the Entity History dialog, open the actions menu and select the Entity history menu
option.

Performing an SQL Mail Merge

1. Openthe Actions menu and select the SQL mail merge menu option. The SQL mail merge
dialog is displayed, showing a list of available SQL queries.

Select the query you want to run.

Choose an action:

m To display the results of the query in your browser, click the preview hyperlink.
m To export the results of the query to an XLS file, click the export hyperlink.

NOTE: You must have One’s SQL Mail Merge function configured in order to run SQL queries from
One Transport. For more information on configuring SQL Mail Merge see the
RG_Administration_SQL Mail Merge.pdf reference guide, available from www.onepublications.com
and My Account.

Running Linked Reports

Linked reports are reports that are linked to a particular screen in One. For a full list of linked
reports and their locations in One Transport v4 see Appendix A.

For information on configuring linked reports see the v4 Linked Reports Handbook, available
from www.onepublications.com and My Account

1. Open the actions menu and select the Reports menu option to display the Which report
would you like to run? dialog.

2. Highlight the report you want to run.

Which report would you like to run?

Y'our report results will be shown in a new browser tab.

N

Contractor Details

No records to view

[ cancel ]

3. Click the Run report button to run the report.
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Managing Communications from the Actions Menu

You can use the actions menu to quickly view or create communications related to a selected
person.

Viewing a Selected Person’s Communications

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Open the actions menu and select the View communications menu option to display the View
communications dialog.

View communications

[ cancel ! E

Use the check boxes to select the type of communication you want to view. You can view
communications that are To, From, Cc or About the selected person.

Click the View button to display the People | Communications & complaints page, showing a
list of communications that match your search criteria. For more information on working with
communications in People | Communications & complaints see Managing Communications
on page 69.

Creating a Communication via the Actions Menu

Select a person. For more information on selecting a person, see Selecting a Person on page
43.

Open the actions menu and select the Create communication menu option to display the
Create communication dialog.

Create communication

From

[ cancel ] Create

Use the drop-down menu to select whether the new communication should be From, To, Cc or
About the selected person.

Click the Create button to display the People | Communications & complaints page with the
create new communication menu open and the selected person’s details already populated.
For more information on creating a new communication in the People | Communications &
complaints page, see Recording a Communication on page 71.
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07 Utilities

The Utilities area contains a range of tools to help you in the day-to-day running of One
Transport. This chapter also covers the Memo function, which can be found throughout One
Transport.

Adding an Address to the Address Catalogue

The Address Catalogue enables you to create and update addresses from within the Transport
module. Addresses created within One Transport are accessible throughout One.

1. Select the Utilities area and select the Address catalogue tab.

5 People Operations Utilities Admin Welcome elp Change Password I Logout

Nearest schools Bulk print Job manager RO import Budget forecast Reports SSRS

Postcode

Street address Street address

Map & Geol ocation

2. Enter the Postcode of the address you want to create and click the Search button. A list of
current addresses with that postcode is displayed.

3. Click the create new address hyperlink to display the Create a new address in an existing
street page.

[one] Processes People Operations Admin Welcome Change Password | Logout

Nearest schools Bulk print Job manager RO import Budget forecast Reports SSRS

Create a new address in an existing street

New addresses are usually created in an existing street.

Even if you want to create a new street, you must still first check here that it doesn’t already exist.

Street MK40 [cancel ]

4. Enter the Street address and Postcode of the address you want to create and then click the
Find Streets button. A list of existing streets that match your criteria is displayed.

[one] Processes People Operations Admin Welcome Help | Change Password | Logout

Nearest schools Bulk print Job manager RO import Budget forecast Reports SSRS

Choose an existing street below, then complete the details of the new address

Dame Alice Street,Bedford, MK40 1BS
Aghburnham Read,Bedford, MK40 1DR
Greyfriars, BEDFORD, Simshire, MK40 1H]
Priory Street,Bedford MK40 1HS
Allhallows,Bedford MK40 1LT

Midland Road,Bedford, MK40 1PL
Horne Lane,Bedford MK40 1PZ
Prebend Street,Bedford MK40 1QN
High Street,Bedford, MK40 1RN

Silver Street,Bedford,MK40 15Y
MK40 2AB

[ try a different postcode or street name | create an address in a new sireet instead | cancel |

You must use the Find Streets function even if you intend to create a new street.
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If the new address'’s street is included in the search results:
a. Highlight the street to display editable fields related to address details.

Nearest schools

Bulk print

Job manager RO import Budget forecast Reporis

Choose an existing street below, then complete the details of the new address

Goldington Green,Bedford,Beds,MK41 0AA
Kershope Close,Bedford,Bedfordshire, MK41 DAQ
Goldington Road,Bedford,MK41 0DS

Wild Acre, Top End,Renhold,Bedford,MK41 OLR

Church End,Renhold, BEDFORD,Simshire, MK41 0LU
Church Lane,Goldington,BEDFORD,Simshire, MK41 OPF
Harpenden Street We,Off London Road, Goldington,Bedford, MK41 0TD
Honeysuckle Way,Bedford, MK41 OTF

High Street,Bedford,MK41 2LK

Church Street,Bedford, MK41 3GH

Green Park,Bedford, MK41 5KF

[ try a different postcode or street name | creste an address in a new street instead

Unique to this address

Building number UPRN
Building name 0SAPR
Apartment LA
Phone number

Shared with other address
Street address Honeysuckle Way, Bedford MK41 OTF

[ 1

cancel |

— Please select —

b. Enter a Building number, Building name or Apartment for the address.

c. Enter Phone number and LA details as required.
d. Click the Create this address in the existing street above button to create the address.

If the street does not yet exist in the address catalogue:

a. Click the create an address in a new street instead hyperlink. Editable fields related to
address details are displayed.

Nearest schools

Bulk print

Job manager RO import Budget forecast Reports

Create new street?

Are you really sure you want to create an address in a new street?

11 s0, complete all applicable fields below.

[ go back to sxisting strects |

Unique to this address

Building number UPRN
Building name OSAPR
Apartment LA

Phone number

Shared with other address

Strest name (1) Strest nams
Districtivillage Townicity
County Country
Postcode mik41 USRN

— Plesse select —

@

— Please select -

b. Enter a Building number, Building name or Apartment for the address.

c. Enter Phone number and LA details as required.

d. Enter a Street name for the new street.
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e. Enter District/ village, Town/ city, County, Country and Postcode information for the new

street as required.

f. Click the Create this address in a new street button to create the address.

Editing an Address

Select the Utilities area and select the Address catalogue tab.

Admin

Welcome

Change Password

| Logout

hools Bulk print

Street address

Job manager RO import Budget forecast

e & Geexaten

Reports

SSRS

Enter a Postcode or Street address details and then click the Search button to display a list of

matching addresses.

Highlight the address you want to edit.

[~ 2, Back Lane, Jackeon, BIpNatown, FErenie, 25 U0k
3, Back Lane, Jackson, Alphatown, Perfshire, Z9 OCA Detak
4, Back Lane, Jackson, Alphatown, Perfshire, Z3 OCA Unique to this address
5, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA
6, Back Lane, Jackson, Alphatown, Perfshire, 29 0CA Busidimg numbor | 9 v
7, Back Lane, Jackson, Alphatown, Perfshire, 28 0CA Buikding name: OSAPR
8, Back Lane, Jackson, Alphatown, Perfshire, Z9 OCA
Apartment LA - Please select —
9, Back Lane, Jackson, Alphatown, Perfshire, Z8 OCA
10, Back Lane, Jackson, Alphatown, Perfshire, Z8 0CA Phone number
11, Back Lane, Jacksen, Alphatown, Perfshire, 79 OCA 0 |
12, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA N
Shared with other address
13, Back Lane, Jackson, Alphatown, Perfshire, Z9 OCA
14, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA Strest name (1) Back Lane Strest name (2)
15, Back Lane, Jackson, Alphatown, Perfshire, Z9 OCA Districtivillage Jackson Townfcity Alphatown
16, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA
5 G Perfshire Count - Plesse select -
17, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA I = ease seles
18, Back Lane, Jackson, Alphatown, Perfshire, Z3 OCA Posicode Z80CA USRN
19, Back Lane, Jackson, Alphatown, Perfshire, 29 0CA . .
20, Back Lane, Jackson, Alphatown, Perfshire, Z9 O0CA

Ensure that the Details tab is selected. Editable fields related to address details are displayed.
Make the desired changes. The Details tab comprises two sections:

m Unique to This Address: Details which are only relevant to the address in question, such as
house name or number.

m Shared With Other Address: Details which are relevant to multiple addresses in the
catalogue, such as street name.

Click the Save button on each section you have changed to save your changes.

Viewing an Address on a Map
Select the Utilities area and select the Address catalogue tab.

Utilities Admin

Bulk print

Welcome | Change Password | Logout

SSRS

RO import

Job manager Budget forecast Reports

Street address

Map & GeoLocation
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Enter a Postcode or Street Address details for the address you want to view and then click
Search to display a list of matching addresses.

Select the address you want to view.

Address catalogue Nearest schools Bulk print Job manager RO import Budget forecast Reports
Posicode z9 5
Back Lane
Jackson
Street address Alphatown
Perfshire

1, Back Lane, Jackson, Alphatown, Perfshire, Z5 0CA
2, Back Lane, Jackson, Alphatown, Perfshire, Z5 0CA

3, Back Lane, Jackson, Alphatown, Perfshire, 29 OCA Details | Il

4, Back Lane, Jackson, Alphatown, Perfshire, 79 0CA

Address +

Unique to this address
5, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA

Build b 5 UPRN
6, Back Lane, Jackson, Alphatown, Perfshire, Z5 0CA e
7, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA Building name OSAPR
8, Back Lane, Jackson, Alphatown, Perfshire, Z3 0CA
Apariment [ - Please select —
9, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA
10, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA Phone number

11, Back Lane, Jackson, Alphatown, Perfshire, Z5 0CA

12, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA N
Shared with other address
13, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA

14, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA Street name (1) Back Lane Street name (2)

15, Back Lane, Jackson, Alphatown, Perfshire, Z5 0CA Districthillage Jackson Townicity Alphatown

18, Back Lane, Jackson, Alphatown, Perfshire, 78 0CA

17, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA ETLT Perfshire ELTL) ~ Please select —
18, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA Postcode Z90CA USRN

19, Back Lane, Jackson, Alphatown, Perfshire, Z9 0CA

20, Back Lane, Jackson, Alphatown, Perfshire, 29 0CA

Select the Map & GeolLocation tab to view the address on a map.

NOTE: You can also set or change an address’s easting and northing geocodes from the Map &
GeolLocation tab. To do so, enter values into the Easting and Northing fields and then click the Save
button.

| Map & GeolLocation

Easting 501652 Morthing 268477 [ Cancel]
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Searching for Nearest Schools by Location

The Utilities | Nearest schools page enables you to view the schools that are nearest to a
particular address. Distances are calculated using GIS.

In One Transport v4 you can select the part of the school you want to measure distance to.

Select the Utilities area.

Ensure that the Nearest schools page is selected.

[one] Processes People Operations Admin Welcome | | Change Password
Personal info Driver / assistant info Communications & complaints
Find the 5 - active [ schools No School Selected
for NCY' Al -
whose any site -
is nearest Select an address Q
by direct distance -

[ Centre map on this location |
include only home LA bases -
of type(s) any base types -

{Bases within catchment are also included)

[Clear]

Select the number of search results you want to receive from the Find the menu.
If you want to limit your search to active bases, select the Active check box.
Select an NCY.

Select the address whose nearest schools you want to find:

a. Click the is nearest browse to open the Choose an address dialog.

Choose an address

Looking for EE- x

Address +
635

View1-1of1

[cancel ]

b. Enter a postcode or address line into the search bar and then click the Search button to
search for matching addresses.

c. Highlight an address and then click the Select this address button to select the address and
close the dialog.

If required, select a measurement point from the whose drop-down menu. The available options
are:
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® any site

= any gate

® any gate or any site

® any gate, or site if no gate
= principal site

® main gate

Select the distance measurement method you want to use from the by menu. The options are
direct, driving and walking.

NOTE: If you search for the nearest school by driving distance and One cannot calculate a driving
distance, then One does not display walking or direct distances either. This is because the lack of a
driving distance means that One cannot select the site or gate to measure to. Likewise, One will not
return driving or direct distances if you search by walking distance and a walking distance cannot be
calculated.

In this circumstance, you should rerun the search using an alternative measurement method in order to
get the distances you require.

Enter include and base types information as required.

Click the Search button to view a list of the nearest schools to the selected address and the
locations of the schools on a map.

Highlight a school to select it. The school’'s details are displayed on the toolbar and its location is
highlighted on the map.

Printing Tickets in Bulk

The Utilities | Bulk print | Tickets page enables you to print tickets in bulk. It is also possible to
print tickets at the point of issue. For more information on printing tickets at the point of issue,
see Creating a Ticket on page 23 and Creating Journeys in Bulk on page 36.

Select the Utilities area and open the Bulk print page.
Select the Tickets tab. A list of editable fields related to ticket details is displayed.

Processes People Operations Utilities Admin Welcome Change Password I Logout

chools rint Job manage: RO import Budget forecast Reports SSRS

Selectall unprinted fickets

Serial prefic

Serial number

Starting Between dd/imm snd

Contractor(s) ax
Route{s) route ax

Tickst design chooss fickst design

EET T e TN ond mark them as printed

mark tickets as printed without printing | mark tickets as unprinted |

Select a ticket print status from the Select all menu.

Enter Serial prefix, Serial number, Starting Between, Contractor(s), and Route(s) details as
required.

Select a Ticket design for the printed tickets.

If you want to mark the tickets as printed once you print them, select the and mark tickets as
printed check box.
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Click the Send tickets for printing button to send the tickets for printing. An entry is made in
the entity history to show that the ticket was printed.

NOTES: To mark tickets as printed without printing them, enter selection criteria for the tickets and click
the mark tickets as printed without printing hyperlink.

To unmark tickets as printed, enter selection criteria for the tickets and click the mark tickets as
unprinted hyperlink.

Printing Unpaid Invoices in Bulk
Select the Utilities area and open the Bulk print page.

Select the Invoices tab. Editable fields related to invoice details are displayed.

[one] Processes People Operations Utilities Admin Welcome | Change Password | Logout
Address catalogue Nearest schools Bulk print Job manager RO import Budget forecast Reporis S8RS

Tickets Invoices

Print all unpaid invoices with serial prefix pre and serial number between umber and

Enter the serial prefix of the unpaid invoices that you want to print into the Print all unpaid
invoices with serial prefix field.

Enter the serial number range of the invoices you want to print into the serial number between
and and fields.

Click the Send invoices for printing button to print the invoices.

NOTE: The Utilities | Bulk Print | Invoices function can only be used to print unpaid invoices. There is
no function to bulk print paid invoices.

Managing Running Jobs

The Utilities | Job manager page enables you to see details of any bulk processing jobs that
are due to be run or have been run recently. You can also use the Job Manager to cancel
pending jobs.

Viewing Running Jobs
Select the Utilities area and select the Job manager page.

Processes People Operations Admin Welcome | | Logout
Address catalogue Nearest schools Bulk print Job manage RO import Budget forecast Reports SSRS
Show my jobs - submitted in 1 week b of type all types -
Description Job Type Status Progress Scheduled Date . Status Changed
Bulk Ticket Processing Bulk issue tickets Completed 0.00 10/03/2017 13:22:37  10/03/2017 13:22:37

Select whether you want to view all jobs or just your own jobs from the Show menu.

Select a submission time limit for your job search from the submitted in menu. The options are:
All, 1 week, 2 weeks or 3 weeks.

Select a job type from the of type menu and then click the Refresh button. A list of jobs that
meet your search criteria is displayed.

NOTE: To view reports linked to a job, click the view linked reports hyperlink and select a report from
the Which report would you like to run? dialog.
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Cancelling Running Jobs
Select the Utilities area and select the Job manager page.

[one] Processes People Operations Utilities Admin N Help | Change Password I Logout

Description Job Type Status Progress Scheduled Date ;  Status Changed

Bulk Ticket Processing Bulk issue tickets Completed 0.00 10/03/2017 13:22:37  10/03/2017 13:22:37

View 1-10f1

view linked reports |

If required, use the Show, submitted in and of type fields to search for a specific job.

Highlight the job you want to cancel and then click the Cancel job button. A confirmation dialog
is displayed.

Click the Yes button to cancel the job.

Managing the Route Optimisation Log
RAVA and SEN VM are third party products supplied by Higher Mapping Solutions.

Transport Route and Vehicle Allocation (RAVA) automatically generates optimum routes for the
LA to accommodate children on specific vehicles. SEN Vehicle Management (VM) enables you
to manage the allocation of students with special transport needs to vehicles and routes.

The RO (Route Optimisation) import page enables you to view the import jobs that run between
RAVA / SEN VM and One Transport. These details can be found in the Import Log section at
the top of the page.

The Status field displays a code indicating whether the job was successful or not. This field has
three values:

m S - Success: The RO data was imported successfully
= W —Warning: The data was imported with warning messages.
m F — Failure: The data was not imported.

Clearing unprocessed RO transactions

The clear selected unprocessed transactions function enables you to remove unprocessed
RO transactions from the system. This function is used to purge transactions that have failed.

Select the Utilities area and select the RO import page.

Highlight the processes you want to clear in the Unprocessed route data section. Alternatively,
select the topmost check box to select all processes.

Click the clear selected unprocessed transactions button to clear the selected transactions.

Allocating Budgets

Select the Utilities area and select the Budget forecast page.

Show budget allocation for financial year 2014/2014 - as a summary of the whole year -
D Code = Description Amount

[] cHER Allowances ]

[1 Mep Medical Transport 0

[] PRI Primary Transport 0

|:| SEC Secondary Transport 0

[] sPeC Special Transport ]

[ ss Social Services 1]

[ Test Test Category 1]
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2. From the Show budget allocation for financial year drop-down menu select the financial year
for which you want to allocate a budget.

NOTE: For information on adding new budget codes to the list, see Configuring Budget Codes on page
148.

3. Highlight a budget code. The Budget code and Amount fields are displayed.

[ sec Secondary Transport 0
[ spec Special Transport 0
] ss Social Services 0
TEST Test Category 0
Budget code TEST Amount 0 *
cancel ]

4. Enter the amount that you want to allocate to that code into the Amount field. Click the Save
button to save the amount.

5. Repeat steps 3 and 4 for all codes that you want to allocate budget for.

Generating Budget Forecasts
1. Select the Utilities area and select the Budget forecast page.

[one] Processes People Operations Utilities Admin Welcome I Change Password | Logout
Address catalogue Nearest schools Bulk print Job manager RO import Reports SSRS

[Show budget allocation for financial year 20162017 - as a summary of the whole year hd
J Code « Description Amount

[] cHER Allowances ]

[ mep Medical Transport 0

[] PRI Primary Transport 0

] sEC Secondary Transport ]

[] sPec Special Transport 0

O ss Social Services L]

[] TesT Test Category 0

2. From the Show budget allocation for financial year drop-down menu select the financial year
for which you want to allocate a budget.

NOTE: For information on adding new budget codes to the list, see Configuring Budget Codes on page
148.

Highlight the budget codes you want to generate a forecast for.

Select whether you want to view the forecast as a summary of the whole year or including
monthly breakdowns from the drop-down menu at the right of the screen.

‘Show budget allocation for financial year 2014/2014 hd as a summary of the whole year -
[] Code = Description Amount as a summary of the whole year '
[ cHErR Allowances 0 including monthly breakdowns
[ mep Medical Transport 0
[ pra Primary Transport ]

D SEC Secondary Transport 0
[ spec Special Transport [}
[] ss Social Services 0
TEST Test Category [i]

5. Click the Generate forecast for selected codes button to generate a forecast report including
income and contract revisions.
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Running Reports
1. Select the Utilities area and select the Reports tab. A list of reports is displayed

Which report would you like to run?

Hame

2. Highlight the report you want to run and click the Run report button to run the report.

NOTE: One Transport reports can be created in SSRS and Crystal Reports. For a high-level overview of
report authoring in One, see the Report Authoring in CCS Enterprise Architecture technical guide,
available from www.onepublications.com and My Account.

Recording Memos

The Memo button can be found at various locations throughout One Transport. It enables you to
add a note to an entity for later reference.

Select the entity you want to record a memo for.
2. Click the Memo button to open the Memo dialog.

Personal info ive is i Communications & complaints

Search for Active people - B DOB D&/ D 5048274

Name DOB  PostCode

LG [ Passenger info | Personal info | Driver / assistant info |

Az ~

Az m

Az

P Role typs Select role type -~ \‘ [ actions ¥]
Az Badge number Memo *

Location of the Memo button on the People | Drivers/Passenger assistants | Role details screen

Memo

B/ U & ¥ x @

Memo dialog

3. Record the memo and then click the Save button to close the dialog and save your changes.
The Memo dialog uses standard word processor controls to allow for rich text formatting.
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08 ‘ Admin

The Admin area contains a series of menus that enable you to configure the operation of the
One Transport module itself. It is split into four pages: Default values and behaviours,

Transport lookups, Budget codes and Configuration.

Setting Default Values and Behaviours

The Default values and behaviours page enables you to customise the planning and route

maintenance processes. The page is spilt into four tabs:

m Assessments: Enables you to configure the qualifying distances and ages used in the
assessment process, and maintain an exclusion list of bases for use with the Nearest

School Searches function.

m Journeys & tickets: Enables you to configure One’s default ticket prefix and journey

settings.

m Invoices & payments: Enables you to set One’s default invoice prefix and due dates for
invoices and payments.

m People roles: Enables you to create, edit and delete new counter signatories and surveyors.

Setting Default Values for Assessments
Select the Admin area and select the Default values and behaviours page.

Admin

Ensure that the Assessments tab is selected. Editable fields related to the assessment process

are displayed.

+ Age-related preferences

Albany Science College
ACS Egham International School
ANTBase01

16-19 Abingdon

[ 2dd a base to exclusion list |

Transport lockups

Assessments Joumeys & tickets Invoices & payments People roles

Older qualifying distance 3.000
‘Younger qualifying distance 2.000
Transition age 2
Lower cut-off age 4
Upper cut-off age 15

+ Low Income Family rules
Transfer to sscondary age "
Minimum walking distance 2.000
Maximum driving distance 6.000
nclude G&B FSM [

v Bases
n catchment check [}

ANTBase02

Budget codes

Configuration

(for passengers older than the transition age)

(for passengers younger than or equal to the fransition age)

(passengers older than this use the older qualifying distance)

(the youngest that passengers can be for entitiement)

(the oldest thet passengers can be for entitiement)

(the age at which students transfer to secondary school)

(passengers whose walking route is LESS than this are NOT entitled under LIF rules)

(passengers whose driving route is MORE than this are NOT entitled under LIF rules)

(include grants and benefits free school meals in determination of LIF status)

(check whether the base is in catchment when determining entitiement)

Always exclude these bases from nearest school searches

[cance\]ﬁ
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3. Make the required edits. The following fields are available:

m Older qualifying distance: The journey distance at which passengers older than the
transition age qualify for free transport.

= Younger qualifying distance: The journey distance at which passengers younger than the
transition age qualify for free transport.

m Transition age: The age at which passengers switch from being assessed against the
younger qualifying distance to the older qualifying distance.

m Lower cut-off age: The youngest that passengers can be for entitlement.
m Upper cut-off age: The oldest that passengers can be for entitlement.

m Transfer to secondary age: The age at which students transfer to secondary school. Used
when calculating LIF status.

m Minimum walking distance: The cut-off for walking distance under LIF rules. Passengers
whose walking distance is shorter than this are not eligible for LIF status.

= Maximum driving distance: The cut-off for driving distance under LIF rules. Passengers
whose driving distance is greater than this are not eligible for LIF status.

m Include G&B FSM: Select this check box to include Grants and Benefits free school meals
information when determining LIF status.

= In catchment check: Select this check box to include a check on the address being in
catchment when calculating entitiement.

4. Click the Save button to save your changes.

Editing the Nearest School Searches Exclusion List

Schools that are added to the Nearest Schools exclusion list do not show up in search results on
the Utilities | Nearest schools page, and are excluded from entitlement calculations conducted
during assessments.

Selecting Base Groups to Be Used in Nearest School Search
1. Select the Admin area and select the Default Values and behaviours page.

2. Ensure that the Assessments tab is selected. Editable fields related to assessment settings are
displayed.

3. Ensure that the Base Groups for Assessment Nearest School section is open. A list of
selectable base groups is displayed.

+ Base Groups for Assessment Nearest School
Base Code Description
LK 0070 - TABLE_ID T~
Al al
ACD Academy
ADM Administration
¥ ADv Advisory Teachers
v aEC Community College
AGY Agency
AT Admissions v
W1 CHE Colleae of HE
[ cancel | ﬁ

4. Select the base groups that you want to include in the Nearest School search. Only those bases
that belong to the selected groups are returned as search results.

5. Click the Save button to save your changes.
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Excluding a Base from Nearest School Searches
Select the Admin area and select the Default values and behaviours page.

Ensure that the Assessments tab is selected. Editable fields related to the assessment process
are displayed.

+ Low Income Family rules

Transfer to secondary age 11 years the age at which students transfer to secondary school)
Minimum walking distance 2.000 miles passengers whose walking route is LESS than this are NOT enfitled under LIF rules
Maximum driving distance 6.000 miles passengers whese driving route is MORE than this are NOT entitied under LIF rules)
Include G&8 FSM [ (include grants and benefits free school meals in determination of LIF status)

w Bases
in eatchment check 7] (eheck whether the base is in catchment when determining enfitiement)

Always exclude these bases from nearest school searches
ANTBase02
Albany Science College
ACS Egham International School
ANTBase01

16-19 Abingdon

[ add a base to exclusion list | 1

[ cancer | [

Click the add a base to exclusion list hyperlink to display the Choose a base dialog.

Choose a base

Looking for
LEA Al
Type Type
Control — Please select —
Active
[clear]
Base Name “ School Number LEA Base Type
Abbey Middle School 4001 999 JUN
Westfield Middle School 4033 999 MID

Showing 1 - 2 of 2

[ 1 [cancel ]

Enter search criteria and then click the Search button to view a list of matching bases.

Highlight a base and then click the Select this base button to select the base and close the
dialog.

Click the Save button to save your changes.
Including a Base in Nearest School Searches
Select the Admin area and select the Default Values and behaviours page.

Ensure that the Assessments tab is selected. Editable fields related to assessment settings are
displayed.

In the Always exclude these bases from nearest school searches menu, highlight the base
you want to remove from the exclusion list.
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Always exclude these bases from nearest school searches
ANTBase02
Albany Science College
ACS Egham International School
ANTBase01

16-19 Abingdon

[ add a base to exclusion list | remove a base from exclusion list |

Click the remove a base from exclusion list hyperlink. The base is removed from the
exclusion list.

Click the Save button to save your changes.

Setting Default Values for Journeys
Select the Admin area and select the Default Values and behaviours page.
Select the Journeys & tickets tab. Editable fields related to journey settings are displayed.

oumre st | [

w Ticket

Ticket prefix

+ Journey
Journey threshold distance

Journey mileage rate

Make the required changes. The available fields are as follows:
m Ticket prefix: The string of characters that appears at the start of every ticket ID.

m Journey threshold distance: A specified maximum journey distance from starting address
to alighting stop. If exceeded, One Transport will show a yellow warning triangle when the
journey is created, although you can still create the journey if required.

m Journey mileage rate: The default mileage rate for journeys.

Click the Save button to save your changes.

Configuring Default Invoice Settings
Select the Admin area and select the Default values and behaviours page.

Select the Invoices & payments tab. Editable fields related to invoices and payments are
displayed.

[one] Processes People Operations Utilities @ Welcome | Change Password I Logout

Transportlookups  Budgeicodes  Configuration

+ Invoice

Inwoice prefix

Open the Invoice section and enter an Invoice prefix. The value entered will appear as the
default value in the Processes | Single Passenger | Invoices | Serial Number field.

Enter the default No. of invoice due days. This field enables you to set a default invoice due
date, calculated from the issue date.

Click the Save button to save your changes.
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Configuring Payment Due Dates
Select the Admin area and select the Default Values and behaviours page.

Select the Invoices & payments tab. Editable fields related to invoices and payments are
displayed.

Joumeys & tickets nvoices & payments People roles

¥ Invoice

+ Payment

Mo. of payment due days

[ cancel | [

Open the Payment section and enter a default No. of payment due days. This field enables
you to set a default payment due date, calculated from the date the payment is entered.

Click the Save button to save your changes.

Configuring Contract Edit Period

One Transport enables users to make changes to closed contracts for a limited time period after
the contracts have been closed. The length of the period in which contracts can be changed
after closure is configured as a default value in the Admin section.

Select the Admin area and select the Default Values and behaviours page.

Select the Invoices & payments tab. Editable fields related to invoices and payments are
displayed.

¥ Invoice

¥ Payment

+ Contract

No. of days confract should be editable afier the closure

[ cance | [N

Open the Contract section and enter a default No. of days contract should be editable after
closure.

Click the Save button to save your changes.

Managing Counter sighatories
Creating a Counter signatory
Select the Admin area and select the Default Values and behaviours page.

Select the People roles tab and open the Counter signatories for driver/assistant checks
section. A list of all current counter signatories is displayed.

Click the create a new countersignatory hyperlink. Editable fields related to counter signatory
details are displayed.

Joumeys & tickets Invoices & payments People roles

+ Countersignatories for driver/assistant checks

Name Reference number

00 @ e
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4. Select the person that you want to add as a countersignatory:
a. Click the Name browse to display the Select a person dialog.

Select a person

Search for Active people in this authority .
Name
Person Id
Postcode Type | Any -
Base Select a base ax
Gender Either -
UPN
Date of birth
HCY All -

Use contains matching for names D

[ clear | show all | hide al
Name DOB PostCode
No records to view next >
[ cancel ]

b. Enter search criteria and then click the Search button to display a list of matching people.

c. Highlight a person and then click the Select button to select that person and close the dialog.
If required, enter a Reference Number for the counter signatory.

Click the Save button.

Deleting a Countersignatory

Select the Admin area and select the Default values and behaviours page.

2. Select the People roles tab and open the Countersignatories for driver/assistant checks
section. A list of all current counter signatories is displayed.

3. Highlight the person you want to delete as a countersignatory.

+ Countersignatories for driverfassistant checks

Name * Reference number

A~ om s

[ create a new countersignatory | delete =elected countersignatory |

4. Click the delete selected countersignatory hyperlink. A confirmation dialog is displayed.

Click the Delete button to delete the counter signatory.

Managing Surveyors

The Admin | Default values and behaviours | People roles tab enables you to name people
in the One Transport database as surveyors. People who have been named as surveyors can
be recorded as having performed route surveys and vehicle checks.

Creating a Surveyor
Select the Admin area and select the Default values and behaviours page.

2. Select the People roles tab and open the Surveyors section. A list of all surveyors is displayed.
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3. Click the create new surveyor hyperlink to display editable fields relating to surveyor details.

» Countersignatories for driver/assistant checks

w Surveyors
Name =
il
~
Ki
M
5 v
[ create new surveyor | 1
Mame | Select a person ax*

[cancel ]

4. Select the person that you want to add as a surveyor:
a. Click the Name browse to display the Select a person dialog.

Selact 3 parsen

Seareh for Active pecoie in thes aumonty -

Har

f—

Posanan Type | Any -

ase Select 3 base ax
Either -

Al -

Mame DoB PustCode

Ho. recoeds b view next =

[ ennen |

b. Enter search criteria and then click the Search button to display a list of matching people.

c. Highlight a person and then click the Select button to select that person and close the dialog.
5. Click the Save button.

Deleting a Surveyor
1. Select the Admin area and select the Default values and behaviours page.

2. Select the People roles tab and open the Surveyors section. A list of all current surveyors is
displayed.

3. Highlight the person you want to delete as a surveyor and click the delete selected surveyor
hyperlink. A confirmation dialog is displayed.

Welcome I Help | Change Password I Logout

Transport lookups Budget codes Configuration

?» Countersignateries for driver/assistant checks
v Surveyors

Name +

[ ereate new surveyor | 1

4. Click the Delete button to delete the surveyor.
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Managing Transport Lookups
The Transport lookups page enables you to create, edit and delete vehicle types, invoice
reasons and special need types for use elsewhere in One Transport.

Configuring Vehicle Types

The Admin | Transport lookups | Vehicles tab enables you to create and edit vehicle types for
use on the Operations | Contractors | Vehicles tab.

Creating a Vehicle Type

1. Select the Admin area and select the Transport lookups page.

2.

3.

© N o g &

Select the Vehicles tab. A list of One Transport’s current vehicle types is displayed.

[one] Processes People Operations Utilities m Welcome | Change Password | Logout
Default values & behaviours Budget codes Configuration
These types of vehicle are currently configured
Code + Description
CHAL Chariot
~
coas Coach (45 seater)
€053 Coach
Cos5 Coach (55 seater)
DB95 Double decker 95 seater
DD72 Double Decker (72 seater)
DD75 Double Decker (75 seater)
DD80 Double Decker (80 seater)
DON1L Donkey
HEL1 Helicopter v
create a new type of vehicle 1

Click the create a new type of vehicle hyperlink. Editable fields relating to vehicle type details
are displayed.

[one]  Processes  People  Operations  Utilies m Welcome | Help | ChangePassword |

Default values & behaviours Budget codes Configuration

Vehicles m Special transport needs

These types of vehicle are currently configured

Code = Description
CHAL Chariot
A
<045 Coach (45 seater)
cos3 Coach
coss Coach (55 seater)
DB9S Double decker 96 seater
DD72 Double Decker (72 seater)
DD75 Double Decker (75 seater)
DDB0 Double Decker (80 seater)
DON1 Donkey
W
HEL1 Helicopter

create a new type of vehicle 1

Code *
Description *
Capacities (seated) ¥ (standing) # (wheelchairs) max with max wheelchairs)

cancel ]

Enter a Code for the vehicle type. This is a unique identifier for the new class of vehicle.
Enter a Description of the vehicle type.

Enter the seated and standing capacities of the vehicles in the type.

If applicable, enter the number of wheelchairs that vehicles in the type can carry.

If applicable, enter the vehicle’s total capacity when it has the maximum number of wheelchairs
on board into the max with max wheelchairs field.

Click the Save button to save the new vehicle type.
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Deleting a Vehicle Type
Select the Admin area and select the Default values and behaviours page.
Select the Vehicles tab. A list of One’s current vehicle types is displayed

Highlight the vehicle type you want to delete and click the delete selected type of vehicle
hyperlink. A confirmation dialog is displayed.

[one] Processes People Operations Utilities m Welcome | Help | Change Password | Logout

Default values & behaviours Budget codes Configuration

Wehicles m ‘Special transport needs

These types of vehicle are cumrently configured:

Code = Description
CHAL Chariot ~
€045 Coach (45 seater)
€053 Coach
CO55 Coach (55 seater)
DBSS Double decker 96 seater
DD72 Double Decker (72 seater)
DD75 Double Decker (75 seater)
DDE0 Double Decker (80 seater)
DON1 Donkey
- W
HEL1 Helicopter

create a new type of vehicle delete selected type of vehicle ]

Code DON1 *
Description Donkey *
Capacities 1 (seated) ¥ 1 (standing) ¥ {wheelchairs) {max with max wheelchairs)

[cancel ]

4. Click the Delete button to delete the vehicle type and close the dialog.

Configuring Invoice Reasons

The Admin | Transport lookups | Invoices tab enables you to create and edit invoice reasons
for use on the Processes | Single Passenger | Invoices and Processes | Multiple
Passengers | Invoice Passengers tabs.

Creating an Invoice Reason

1. Select the Admin area and select the Default values and behaviours page.

2. Select the Invoices tab. A list of One Transport’s current invoice reasons is displayed.

[one] Processes People Operations Utilities m Welcome /oI Logout

Default values & behaviours Budget codes Configuration

Invoices Special transport needs

These reasons for issuing an invoice are cumently configured:

Reason (item) = Default amount (if any)
Damage

Invoice for 1995/1996

Invoice for 1996/1997

Invoice for 1997/1998

Invoice for 1998/1999

Invoice for 2000/2001

Invoice for 2001,/2002

| create a new invoice reason ]
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3. Click the create a new invoice reason hyperlink. Editable fields related to invoice reasons are

displayed.

Welcome

ord

Utilities m

Budget codes

[one] Processes People Operations | Help

Default values & behaviours Configuration

Invoices ‘Special transport needs

These reasons for issuing an inveice are currently configured:
Reason (item) * Default amount (if any)
Damage

Invoice for 1995/1996

Invoice for 1996/1997

Invoice for 1997/1998

Invoice for 1998/199%

Invoice for 2000/2001

Invoice for 2001/2002

[ create a new invoice reason 1
Reason for invoice *
Default amount (pounds)

Change Passw

|  Logout

[ cancel ]

Enter the Reason for invoice.

If required, enter a Default amount (in pounds). All invoices issued for the newly-created
reason will be for this amount unless otherwise specified. For more information on creating and

setting the value of invoices, see Invoicing a Passenger on page

26.

6. Click the Save button to save the new invoice reason.
Deleting an Invoice Reason
1. Select the Admin area and select the Default values and behaviours page.

Select the Invoices tab. A list of One Transport’s current invoice reasons is displayed.

Highlight the reason you want to delete and then click the delete selected invoice reason

hyperlink. A confirmation dialog is displayed.

viiiies [

Budget codes

Processes

[one]

People

Operations

Default values & behaviours

UV Special transport nesds

These reasons for issuing an invoice are currently configured

Configuration

Vehicles

Reason (item) = Default amount (if any)
Damage

Invoice for 1955/1596

Invoice for 1996/1557

Invoice for 1997/1998

Invoice for 1998/1999

Invoice for 2000/2001

Invoice for 2001/2002

[ create a new invoice reason | delets selected invoice reason |

Reason for invoice

Default amount (pounds)

Change Password |

Logout

[ cance! |

4. Click the Delete button to delete the reason and close the dialog.
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Configuring Special Need Types

The Admin | Transport lookups | Special transport needs tab enables you to create and edit
special need types for use on the People | Personal info | Special needs tab.

Creating a Special Need Type
Select the Admin area and select the Transport lookups page.
Select the Special transport needs tab. A list of all current special need types is displayed.

Thess types of special fransport nsed ars currently configured

Code Description
ESCO  Escort
HARM  Hamness
MTA Must Travel Alone
oTo One to One Escort
SEAT  Special Seat
WHEE  Wheelchair

create a new typs of need

Click the create a new type of need hyperlink. Editable fields related to need details are
displayed.

[ create a new type of need

Code *

Description *

cancel ]

Enter a Code for the need.

Enter a Description for the need.

Click the Save button to create the new need type.

Deleting a Special Need Type

Select the Admin area and select the Transport lookups page.

Select the Special transport needs tab. A list of all current special need categories is
displayed.

Highlight the need you want to delete and click the delete selected type of need hyperlink. A
warning dialog is displayed.

These types of special transport need are currently configured

Code Description
ESCO  Escort

HARN  Harness

MTA Must Travel Alone
aTo One to One Escort
SEAT  Special Seat
WHEE  Wheelchair

create a new type of need | delete selerted type of need

Gode MTA *

Deseripticn Must Travel Alone *
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Click the Delete button to delete the need.

NOTE: You cannot delete a need type that is currently assigned to one or more passengers. For more

information on removing needs from passenger records, see Managing Special Needs on page 57.

Configuring Budget Codes

The Admin | Budget codes page enables you to create budget codes for use in the
Operations | Contracts | Costs | Budget codes section.

Creating a Budget Code
Select the Admin area and select the Budget codes page.

Click the create a new budget code hyperlink. Editable fields relating to budget code details
are displayed.

Budget code Free text budget c| %

[cancel ]

Enter a Budget code.

Enter a Description.

If required, enter a Cost code.

Click the Save button to save the code.

Configuration

The Configuration page enables you to edit One Transport's database, server, GIS, upload
and authentication settings.

IMPORTANT NOTE: One Transport’s database, server and authentication settings are configured by
Capita when One Transport is first installed. Do not change these settings unless your environment
changes.

Configuring the Database
Select the Admin area and select the Configuration tab.

Open the Database Configuration section. Editable fields related to the database are
displayed.

| Change Password |

Site Configuration ~

+ Database Configuration

Enter the name of the database Server.
Enter your User id for the database.
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Enter your Password and then re-enter it into the Confirm Password box.

If required, click the Test button to test the credentials you just entered. A dialog is displayed
indicating whether or not the connection was successfully established.

7. Click the Save button to save your changes. A confirmation dialog is displayed, indicating that
the AppPool containing the One transport site will be restarted if you continue.

IMPORTANT NOTE: Restarting the AppPool logs all users out of One Transport. Ensure that all
important data is saved before proceeding.

8. Click the Yes button to save your changes and restart the Transport AppPool.

Configuring Authentication
Select the Admin area and select the Configuration tab.
Open the Authentication section. Editable fields related to authentication are displayed.

[one] Processes People Operations Utilities w Welcome | | Change Password |

Default values & behaviours Transport lockups Budget codes

Site Configuration
» Database Configuration
+ Authentication

Open ID provider nitps://ONE-VI2012APP/CCSOpeniDProvider_362AAA/user

Enter the URL of your OpenlID Provider in the Open ID provider box.

4. If required, click the Test button to test the credentials you just entered. A dialog is displayed
indicating whether or not the connection was successfully established.

5. Click the Save button to save your changes. A confirmation dialog is displayed, indicating that
the AppPool containing the One transport site will be restarted if you continue.

IMPORTANT NOTE: Restarting the AppPool logs all users out of One Transport. Ensure that all
important data is saved before proceeding.

6. Click the Yes button to save your changes and restart the Transport AppPool.

Specifying the One v4 Server
Select the Admin area and select the Configuration tab.
2. Open the Capita One V4 section. Editable fields related to the V4 server are displayed.

[one] Processes People Operations Utilities m Welcome Change Password | Logout
Default values & behaviours Transport lookups Budget codes
Site Configuration ~

» Database Configuration
¥ Authentication

+ Capita One V4

Application server hitps AONE-VMZ2012APP/CCSApplicationserver_362AA4 'ﬁ'
Session server hitps IONE-VMZ012APPICCSSessionServer_362AAA ﬁ
Online server hitps:/ONE-VM2012WEB/CCS0nline_362AAA/default aspx ﬁ
Report server hitps:/ONE-VM2012RPT/ccsreportsenver_362AAA @

3. Enter a link to your application server in the Application server field.

Transport Back Office Handbook m



N o g s

Admin

Enter a link to your session server in the Session server field.
Enter a link to your online server in the Online server field.
Enter a link to your report server in the Report server field.

If required, use the Test buttons to test the credentials you just entered. A dialog is displayed
indicating whether or not the connection was successfully established. All server configuration
fields all have their own Test buttons.

Click the Save button to save your changes. A confirmation dialog is displayed, indicating that
the AppPool containing the One transport site will be restarted if you continue.

IMPORTANT NOTE: Restarting the AppPool logs all users out of One Transport. Ensure that all
important data is saved before proceeding.

Click the Yes button to save your changes and restart the Transport AppPool.

Configuring GIS

NOTES: This section covers the GIS configuration options present within the One Transport application
itself. Additional configuration must be performed via the CCS Configuration Utility in order for you to use
GIS with One Transport.

For more information on configuring GIS for One Transport, see the Deploying and Configuring
Transport v4 for Local Authorities and Deploying v4 GIS Services technical guides, available from
www.onepublications.com and My Account.

For more information on the structure of Transport catchment GML files, see the Importing GIS
Catchment Files topic of the A&T v4 Autumn 2014 Release (3.55) product notes, available from
www.onepublications.com and My Account.

Select the Admin area and select the Configuration tab.

Open the GIS Configuration section. Editable fields related to GIS are displayed.

w GIS Configuration

v

Complete the Tile Width, Tile Height, Tile Server Link Pattern, BBox Bottom LeftX, BBox
Bottom LeftY, BBox Top RightX, BBox Top RightY, Tile Protocol Type, Default Zoom,
Minimum Zoom and Maximum Zoom fields.

These fields are common to both the One Transport and A&T implementations of GIS. For more
information, see the Configuring the Application Server section of the Deployment of V4 GIS
Services technical guide, available from www.onepublications.com and My Account.
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4. Enter a JSON formatted string into the Map Parameters field.
Example: {maxScale: 10}

The Map Parameters field is exclusive to One Transport, and enables you to further
parameterize the creation of the OpenLayers map. For a list of the parameters that can be
defined in this field, see http://dev.openlayers.org/releases/OpenLayers-
2.13.1/doc/apidocs/files/OpenlLayers/Map-js.html.

Unless otherwise specified, One uses the following parameters as defaults:
m projection — EPSG:27700
m displayProjection — EPSG:4326
= MaxExtent — [taken from BBox XY values]
5. Enter a JSON formatted string into the Layer Parameters field.

The Layer Parameters field is exclusive to One Transport, and enables you to further
parameterize the creation of the OpenLayers layer. The available JSON parameters in this field
are dependent on the Tile Protocol Type you selected in step 3:

m TMS or WMS-C - The parameters that can be set are defined at
http://dev.openlayers.org/releases/OpenLayers-
2.13.1/doc/apidocs/files/OpenLayers/Layer/TMS-js.html.

Example: { layername: ‘“theNameOfYourLayer” }

Unless otherwise specified, One uses the following parameters as defaults:
layername — bedsmap
type — png

m WMS - The parameters that can be set are defined at
http://dev.openlayers.org/releases/OpenLayers-
2.13.1/doc/apidocs/files/OpenLayers/Layer/WMS-js.html

Example: { layername: ‘“theNameOfYourLayer”, layers: “the comma separated
layers to be displayed” }

Unless otherwise specified, One uses the following parameters as defaults:
format — image/png
layername — OneMapCached
layers — 250k, streetview,build,roads
request — GetMap
service - WMS
version —1.1.1

m WMTS - The parameters that can be set are defined at
http://dev.openlayers.org/releases/OpenLayers-
2.13.1/doc/apidocs/files/OpenLayers/Layer/WMTS-js.html

Example: { layer: “theNameOfYourLayer” %}

Unless otherwise specified, One uses the following parameters as defaults:
format — image/png
layer — OneMapCached
matrixlds - EPSG:27700:0, EPSG:27700:1,....,.EPSG:27700:25
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matrixSet - EPSG:27700
name — WMTSMap

opacity — 10
tilecol — 1
tilerow — 4

tilematrix — EPSG:27700

If you selected WMS from the Tile Protocol Type field, enter a JSON formatted string into the
WMS Layer Options field.

Example: { noMagic: true }

The WMS Layer Options field is exclusive to One Transport, and enables you to further
parameterize the creation of the OpenLayers WMS layer. For a list of the parameters that can
be defined in this field, see http://dev.openlayers.org/releases/OpenLayers-
2.13.1/doc/apidocs/files/OpenLayers/Layer/WMS-js.html.

Enter the URL of the GIS API service into the HMS Route Service field.

IMPORTANT NOTES: You must also enter the GIS API Service URL into the GIS API Service URL
fields of the CCS Configuration Utility. These fields are found on both the Transport v4 and Integration
Service tabs. The URL must be entered into both fields separately.

From 3.58 onwards, the GIS API Service URL must be set to
https://[server name]/ccsgisapi/Routing2.asmx

For more information on configuring GIS for One Transport, see the Deploying and Configuring
Transport v4 for Local Authorities and Deploying v4 GIS Services technical guides, available from
www.onepublications.com and My Account.

Enter an Ordnance Survey Licence Key.

This value is used when a map image is printed and is displayed underneath the map. It should
be set to the same value as the GIS OS Licence value of the Application Server setting.

Click the Save button to save your changes. A confirmation dialog is displayed, indicating that
the AppPool containing the One transport site will be restarted if you continue.

IMPORTANT NOTE: Restarting the AppPool logs all users out of One Transport. Ensure that all
important data is saved before proceeding.

Click the Yes button to save your changes and restart the Transport AppPool.

Setting Distance Calculation Parameters

The distance calculation parameters can be used to configure how One behaves when
calculating distances in certain scenarios. These parameters are configured in v4 Online via
Administration | System Administration | System admin | System defaults, rather than
through One Transport itself.

Addresses Closer to a Footpath than a Road

If a particular address is closer to a footpath than a road, then the nearest road may not
necessarily be a valid starting point for a driving distance calculation. The TUSENEARST
parameter governs the way in which One calculates distances in this scenario.

Example:

Suppose that a school is located next to a dual carriageway and connected to a minor road via a
footpath, as shown in the following diagram:
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Dual Carriageway

In this example, the closest road is a dual carriageway. A point on this road would not be a valid
starting point for a driving distance calculation.

m If the TUSENEARST parameter is selected, then One uses the walking network to find the
closest drivable link to the address and calculates a driving distance from that point (marked
with an X on the diagram).

Using the TUSENEARST parameter eliminates the need for transport officers to calculate
distances manually, but assumes that the start point used is an appropriate point from which
to calculate a driving distance (i.e. that it is not in a no-stopping area, for example).

NOTE: The walking distance from the address to the driving network is not included in the calculated
driving distance, even if the Include Off Road Distance in Driving Distance Calculation check box
is selected.

One works differently when calculating driving distances to properties whose nearest link is drivable,
as these properties do not use the walking network for their start point. As such, the straight line from
the network to the property is included in these circumstances, as long as the Include Off Road
Distance in Driving Distance Calculation check box is selected.

= |If the TUSENEARST parameter is not selected, then One raises an error if you attempt to
calculate a driving distance. Walking and direct distances are still calculated in this scenario.

This means that a transport officer must use GIS to manually calculate a driving distance to a
valid point, but ensures that One does not calculate a distance to an inappropriate starting
point.

IMPORTANT NOTE: The TUSENEARST parameter is used at your LA’s own risk.

Off Road Distances

The off road distance is the straight line distance from the coordinates of the address to the
network. One uses two parameters to determine whether this distance is included in the
calculation of walking and driving distances:

= ORDDRIVING controls whether the off road distance is included in the driving distance
calculation.

m ORDWALKING controls whether the off road distance is included in the walking distance
calculation.
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For both of these parameters, a value of T means that the distance is included in the calculation,
and a value of F means that is not.

IMPORTANT NOTE: The ORDDRIVING and ORDWALKING parameters are shared between One
Admissions and One Transport. Their settings affect distance calculations in both modules.

Default Parameters

The following parameters enable you to configure One’s default behaviour when running the
Nearest School search or calculating distances for an assessment:

m TASSNOHS: the number of schools to be assessed when performing a nearest school
search. A higher value provides more confidence that the schools returned are accurate (i.e.
all possible schools are considered and ranked), but the cost is decreased performance. A
lower value will increase performance but risks not properly identifying the actual nearest
school.

m TASSNTHSCH: the default number of schools returned by the Nearest School search. The
default value is 5.

IMPORTANT NOTE: Setting the TASSNTHSCH parameter to a value greater than 10 may
have a negative impact on search performance.

m NO_OF_NESC: the default number of schools returned by the Nearest School check that is
automatically performed when you run an assessment. The default value is 5.

IMPORTANT NOTE: Setting the NO_OF_NESC parameter to a value greater than 10 may
have a negative impact on search performance.

m DEST_CRIT: the part of the destination base that distances are calculated to, by default,
when performing an assessment. Select any of the following values:

-1: Nearest site
-2. Nearest gate
-3: Nearest gate or site
-4: Nearest gate, if no gate for a site then nearest site
-5: Principal site
-6: Main gate
The default value is -1.

m ALTER_CRIT: the part of any alternative bases that distances are calculated to, by default,
when performing an assessment. Select any of the following values:

-1: Nearest site
-2. Nearest gate
-3: Nearest gate or site
-4: Nearest gate, if no gate for a site then nearest site
-5: Principal site
-6: Main gate
The default value is -1.

m CAL_METHOD: the default distance calculation method used. Select any of the following
values:

Direct
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e Driving
o Walking.
The default value is Direct.

m NE_SC_CRIT: the part of the destination base that distances are calculated to, by default,
when running the Nearest School search. Select any of the following values:

e 1: Nearest site
e 2: Nearest gate
» 3: Nearest gate or site
e 4: Nearest gate, if no gate for a site then nearest site
e 5: Principal site
e 6: Main gate
The default value is 1.

Setting Parameters

1. Inthe v4 Online home screen, select the Administration lozenge to display the Administration
module.

& No Query Selected x

2. Click the System Administration hyperlink to display the System Administration page.

CAPITA | Q)

Parameter valer

4. Select the parameter that you want to edit from the list of parameters. Editable fields relating to
that parameter are displayed.

5. Click the x in the Value field to clear the existing parameter setting, and then enter either “T” (if
you want to turn the parameter on), or “F” (if you want to turn the parameter off) into that field.
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Click the Save button to save your changes. A confirmation dialog is displayed, indicating that
the AppPool containing the One transport site will be restarted if you continue.

IMPORTANT NOTE: Restarting the AppPool logs all users out of One Transport. Ensure that all
important data is saved before proceeding.

Click the Yes button to save your changes and restart the Transport AppPool.

Configuring the Maximum Upload File Size
Select the Admin area and select the Configuration tab.

Open the Upload Configuration section to display the Maximum File Size field.

Site Configuration

» Database Configuration
» Authentication

¥ Capita One V4

¥ _GIS Configuration
»Upload Configuration

Maximum file size can be uploaded (in KB) 51200

Enter a size limit (in kB) for files uploaded to Transport.

Click the Save button to save your changes. A confirmation dialog is displayed, indicating that
the AppPool containing the One transport site will be restarted if you continue.

IMPORTANT NOTE: Restarting the AppPool logs all users out of One Transport. Ensure that all
important data is saved before proceeding.

Click the Yes button to save your changes and restart the Transport AppPool.

Configuring SSRS Server
Select the Admin area and select the Configuration tab.
Open the SSRS Configuration section to display the SSRS Server field.

People Operations Utilities m Welcome | Change Password | Logout

Site Configuration

» Database Configuration
» Authentication

» Capita Cne V4

» GIS Configuration
»Upload Configuration

Maximum file size can be uploaded (in KB} 51200

+ S8RS Configuration

SSRS Server hitps-//ONE-VM2012RP T/RepartServer

Enter the link to your SSRS server into the SSRS Server field.

If required, use the Test button to test the credentials you just entered. A dialog is displayed
indicating whether or not the connection was successfully established.

Click the Save button to save your changes. A confirmation dialog is displayed, indicating that
the AppPool containing the One transport site will be restarted if you continue.
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IMPORTANT NOTE: Restarting the AppPool logs all users out of One Transport. Ensure that all
important data is saved before proceeding.

6. Click the Yes button to save your changes and restart the Transport AppPool.

Enabling Performance Monitoring

The MiniPrdfiler is a performance monitoring tool that appears in the bottom corner of One
Transport. It displays the amount of time the server took to respond to each user instruction.
You can expand response times to get a detailed breakdown, and export entries to a webpage
that can be shared with One Application Support, if required.

To enable the MiniProfiler:
Select the Admin area and select the Configuration tab.

2. Open the Performance Monitor Configuration section to display the Enable MiniProfiler
check box.

Welcome | Change Password I Logout

Site Configuration

» Database Configuration
» Authentication

» Capita One V4

¥ GIS Configuration
»Upload Configuration

Maximum file size can be uploaded (in KB) 51200

» SSRS Configuration
+Performance Monitor Configuration

Enable MiniProfiler O

[Reset] ﬁ

3. Select the Enable MiniProfiler check box.

4. Click the Save button to save your changes. A confirmation dialog is displayed, indicating that
the AppPool containing the One transport site will be restarted if you continue.

IMPORTANT NOTE: Restarting the AppPool logs all users out of One Transport. Ensure that all
important data is saved before proceeding.

5. Click the Yes button to save your changes and restart the Transport AppPool.

Using the MiniProfiler

Once the application pool has reset, the MiniProfiler is displayed in the bottom corner of the
screen.

s
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Click an entry to view a breakdown of task times for that job.

StopHomel/GetStop SummaryDetails
ONE-VYM2012APP on Wed, 15 Mar 2017 15:36:17 GMT
hitps:flone-vm2012app:443/CCSTransport_362A. .. 41.6
Controller: Stop.StopHomeController. GetStops. .. 63.3
Render partial: ~/AreasfStopMNViews/StopHome/ ... 154.7
Render: Index 4.6
2178 Render partial: EnfityHistoryMavigation 18.8@
Render partial: LinkedDocumentPopllp 18.1
374.3 Render partial: SgiMailMergeLink 3.3
I77.7
share more columns  show trivial |
1411.3 Billys house Address
162.8 Showing 1 - 100 of 191 next =
257.9 [ create new stop | delete stop | export |
351.9

The detail dialog displays the following options:

m share — exports the contents of the dialog to a webpage, the address of which can be shared
with other parties (such as One Application Support) if needed.

= more columns — displays a more detailed summary of the server’s response times.

m show trivial — displays those tasks that took 2ms or less to complete. Ordinarily, these tasks
are not displayed in the summary.

Managing Route Networks

The Route network configuration page enables you to create, edit and delete networks for use
elsewhere in One Transport.

Configuring Networks

The Admin | Route network configuration tab enables you to create and edit networks for use
in several areas, including Process | Single Passenger | Assessment and Utilities | Nearest
schools.

Thies roule Networks are curmently configured
Network Tndex Name Description Line Colour

o Direct Direct Route

1 Driving Driving Route

2 Walking Walking Route

Safe Walking Sale Walking Route

| coisatie rrew rowte rwork

Creating a Network
Create a network layer in line with instructions contained within GIS handbooks.

Configure rwnetserver.ini to ensure the network is accessible and has a unique Network Index
number.

From the Admin | Route network configuration tab, select create new route network.
Provide the unique Network Index number.
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Give network a Name. This will be used to refer to the network throughout the rest of the
system.

If required, provide a Description for the network.

If required, select a Colour for the network. This will be used to display routes using this
network on maps.

Click Save.
Deleting a network
Highlight the network you wish to delete.

Click the delete selected route network hyperlink. A warning dialog is displayed to confirm that
you wish to delete the network.

Click Delete.

If any system configuration parameters use this network, an error dialog is displayed advising
which system configuration parameters must be changed before the network can be deleted.
The network cannot be deleted while it is actively being used by any system parameter.

Click OK.
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Report Directory Structure

The following table shows the structure of the reports directory. The directory mirrors One
Transport’s screens to aid ease of use. The locations of the reports themselves are shown in

bold.
Area Page Search and Tab Section
Status tabs
Processes Single Passenger Summary Panel
Personal Info Applications
Status Assessments
Journeys
Tickets
People Personal Info Summary Panel
Search for people | Financial
Relationships Cared For
Special Needs | Special
Transport
Needs
Education School
History
Driver/Assistant Info Summary Panel
Search for people | Checks
Training
Communications & Complaints | Search fc_>r _
communications
Operations | Contractors Summary Panel
Search for Routes
contractors
Vehicles
Checks
Payments
Contracts Summary
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Report Parameters

The following table shows a list of One Transport report parameters by screen.

Parameter name Description
Process Single Applications APPLICATION_ID Number
passenger
Assessments RECORD_ID Number
Invoices STUD_ID Number
Journeys TRAN_ID Number STUD_TRIPS
TRAN_ID
Tickets TICKET_IDS List List of TICKET_ID
<Number>
TICKET_ID
STUD_ID
People Personal info Education STUD_ID Number STUDENT.STUD_ID
Financial INVOICE_IDS List List of INVOICE_ID
<Number>
INVOICE_ID Number Single INVOICE_ID
STUD_ID Number
Relationships
Special needs | NEED_ID Number Special Need ID
!Driver / assistant | Bases RECORD_ID Number
o Checks CHECK_ID Number
Role Details PERSON_ID Number
Routes PERSON_ID Number
Training RECORD_ID Number
Communication - COMM_ID Number COMMUNICATION
& complaints _LOG.COMM_ID
Operations Contractors Details STUD_ID Number
CONTR_ID Number Contractor ID
Checks RECORD_ID Number
Payments PAYMENT_ID Number
Routes RECORD_ID Number Contractor ID
ROUTE Date
_STARTDATE
ROUTE Date
_ENDDATE
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Parameter name Description
Operations Contractors Vehicles RECORD_ID Number TRS_FLEET_DET.
RECORD_ID
Contracts - R_COST_ID Number ROUTE_COST.
R_COST_ID
Routes - ROUTE_ID Number
Passengers ROUTE_ID Number
Stops - STOP_ID Number
Utilities Budget forecast - reportID GUID Unique ID, generated
every time the report
is run.
Job manager - JOB_ID Number
Reports

162
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List of UDFs

This is a list of the UDFs in One Transport v4 and the screens on which they are located. For
more information on working with UDFs see the RG_Administration_Managing_UDFs reference
guide, available from www.onepublications.com and My Account.

Screens in v4 List of UDFs from Smart Client

Processes|Single passenger|Applications and Processes|Multiple Application Entity
passengers|Approve Applications

Processes|Single passenger|Assessments and Processes|Multiple Assessment Entity
passengers|Perform Assessments

People|Communications & complaints Communication log
Operations|Contract|Details Contract Entity
Operations|Contractors|Details Contractor Entity
Operations|Contractors|Payments Contractor Payment Entity
People|Driver|assistant info|Routes Driver and Assistant Journey Entity
People|Driver|assistant info|Training Driver and Assistant Training Entity
Operations|Contractors|Vehicles Individual Vehicle Entity
Processes|Single passenger|lnvoices and Processes|Multiple Invoice Entity

passengers|Invoice Passengers

Processes|Single passenger|Journeys and Processes|Multiple Journey Entity
passengers|Allocate Journey

People|Personal info|Special needs (Special transport needs|SEN Needs Entity
stage history|Disabilities

Processes|Single passenger|Payments out Payment Entity
Operations|Routes|Details Routes Detail Entity
Operations|Routes|Details Routes Entity
Operations|Stops|Details Stops Entity
Operations|Routes|Survey Survey Entity
Processes|Single passenger|Tickets and Processes|Multiple Ticket Entity

passengers|issue Tickets

Operations|Contractors|Checks VehicleChecks Entity
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Permissions

Within One Transport there exists the concept of a permission.

Permissions are established by the Capita One development team and are assigned to specific
user actions within the One Transport application. Permissions enable the user to undertake
some actions, while preventing them from undertaking others.

Permissions Example
Main Process: Transport Person

Sub Process: Invoice passenger

User action User action

permitted?
Create new No Yes Yes No
and/or edit

existing invoice

Delete invoice No No Yes No

One Transport permissions are ordered using main and sub-processes.

Within each sub process there are a number of possible user actions provided by the
application. This example details two user actions, Create new and/or edit existing invoice
and Delete invoice.

There is no read permission for the Create new and/or edit existing invoice user action, as a
read permission would be inappropriate for this particular action. If the user action had been
View invoice then the Read permission would have been set to Yes.

The user is able to undertake the action as she has both Read-Write (R-Write) and Read-
Write-Delete permissions. Deny is set to No. If Deny was set to Yes, then the user would be
unable to undertake the action.

In the second example, Delete invoice, the only appropriate permission is RW-Delete, as this is
the only permission that allows deletion. Neither Read nor R-Write would be appropriate. As
before, the Deny action is set to No.

A full list of user permissions begins overleaf.
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List of User Permissions

Main
process

Sub process

User action

R-Write

Addresses Save Address Save address Yes Yes No No
Remove address from Yes Yes Yes No
person address list

Save Address Save address geocode NA Yes NA No
Geocode
Save Linked Link an address to a Yes Yes No No
Addresses person’s address history
Person/Students Create a student/person Yes Yes Yes No
Addresses address in stops
Search and select home No Yes Yes No
addresses for both student
and person/client
Administration | Comms Log Change communication to NA Yes NA No
Complaints a complaint
Communication Search and view Yes Yes Yes No
Log communication logs
View communication log Yes Yes Yes No
details
Search and view follow up Yes Yes Yes No
message
Create or update No Yes Yes No
communication log and
details
Create follow up No Yes Yes No
communication log
Delete communication log No No Yes No
Delete follow up No No Yes No
communication
Alert Processing Read/maintain alerts Yes Yes Yes No
Create/update alerts No Yes Yes No
Delete alerts No No Yes No
Linked View linked documents Yes NA Yes No
Documents
Link a new document/ No NA Yes No
update linked documents
Delete linked documents No NA Yes No

Person Person Details View person Yes Yes NA No

Administration
Create new and/or edit No Yes NA No

existing person
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Main Sub process User action
process
Person Person Details View personal information Yes No NA No
Administration
Person search Yes No NA No
Transport Administration View values for parameters | Yes NA NA No
Admin & and bases in base list
Utilities
Modify parameter values No NA NA No
Add or remove bases in No NA NA No
the base list
Budget Forecast Run budget forecast Yes Yes NA No
Lookup Special View list of needs NA Yes Yes No
Transport Needs
Add to or update entry in NA Yes Yes No
list of needs
Delete an entry from the NA No Yes No
list of needs
Nearest School Execute search and view Yes NA NA No
Search results
Lookup Invoices View the invoice reasons NA Yes Yes No
list
Add or edit the invoice NA Yes Yes No
reasons list
Delete reasons from the NA No Yes No
invoice reasons list
Default Budget Maintain budget code NA Yes NA No
Codes
Default Default assessment NA Yes NA No
Assessment
Default Journeys Configure default journey NA Yes NA No
and Tickets and ticket settings
Default Invoices Configure default invoice NA Yes NA No
and Payments and payment settings
Default Roles Edit default roles NA Yes Yes No
Lookup Vehicles Edit vehicle type list NA Yes Yes No
Default View configuration settings | NA Yes NA No
Configuration
RO Import View RO import log Yes NA Yes No
Clear RO import log No NA Yes No
Transport Application View application Yes Yes Yes No
Application &
Assessment Create new and/or edit No Yes Yes No
existing application
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Main Sub process User action
process
Transport Application Delete application (If not No No Yes No
Application & approved)
Assessment
Application Approve application NA Yes NA No
Approval
Delete approved/rejected NA Yes NA No
application
Edit an existing approval NA Yes NA No
record
Assessment View assessment Yes Yes Yes No
Create new and/or edit No Yes Yes No
existing assessment
Delete assessment No No Yes No
Calculate assessment No Yes Yes No
Hyperlink to show five Yes Yes Yes No
nearest schools
Issue Assessment | Issue assessment NA Yes NA No
Transport Perform Approve / reject application | NA Yes NA No
Bulk Assessment
Allocation
Transport Contractor View contractor details Yes Yes Yes No
Contractor
Edit contractor details No Yes Yes No
Delete contractor No No Yes No
Payments View contractor payments Yes Yes Yes No
Edit contractor payments No Yes Yes No
Delete contractor No No Yes No
payments
Vehicle Check View vehicle check details Yes Yes Yes No
Edit vehicle check details No Yes Yes No
Delete vehicle check No No Yes No
details
Vehicle Fleet View vehicle data in route Yes Yes Yes No
details
Edit vehicle data in route No Yes Yes No
details
Transport Contracts Create contracts No Yes No No
Contracts
Read contract details Yes Yes Yes No
Maintain contract costs Yes Yes Yes No
Add budget codes No Yes Yes No
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Main Sub process User action
process
Transport Contracts Edit budget codes No Yes Yes No
Contracts
Remove budget codes No No Yes No
View contract data in route | Yes Yes Yes No
details
Edit contract data in route No Yes Yes No
details
Contract Revision | Add revision No Yes Yes No
Edit revision No Yes Yes No
Delete revision No No Yes No
Budget Codes Change budget code after NA Yes NA No
After Payments a payment has been made
Transport Mainstream Search for and select Yes Yes Yes No
Journey & journey passengers
Tickets
View mainstream journeys | Yes No No No
Create new and/or edit No Yes Yes No
existing journeys
Duplicate journeys No Yes Yes No
Delete journeys No No Yes No
Suggest route and stops Yes Yes Yes No
Hyperlink to route loading - - - -
for journey
Show journeys required Yes Yes Yes No
(bulk allocation)
Suggest routes and stops Yes Yes Yes No
(bulk allocation)
Create journeys No Yes Yes No
automatically (bulk
allocation)
Validate selected journeys | Yes Yes Yes No
(bulk allocation)
Create selected journeys No Yes Yes No
(bulk allocation)
Preview passengers to be Yes Yes Yes No
transferred (bulk transfer)
Transfer selected Yes Yes Yes No
passenger (bulk transfer)
DtD Journey (As per mainstream
journeys for single
passenger)
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Main Sub process User action R-Write  RW-
process Delete
Transport Self-Sourced (As per mainstream
Journey & Journey journeys for single
Tickets passenger)
Journey Costs Read journey costs Yes Yes NA No
Edit journey costs No Yes NA No
Route NA NA NA No
Optimisation
Issue Tickets View/ add / edit /delete Yes Yes Yes No
tickets
View/ add / edit tickets Yes Yes No No
View tickets Yes No No No
Issue bulk tickets No Yes No No
Print Tickets Print tickets through the Yes NA NA No

following pages:
Print Tickets, Issue
Tickets and Bulk Tickets

Transport Stop Search for and select stops | Yes Yes Yes No
Network
View stops Yes Yes Yes No
Create new and/or edit No Yes Yes No

existing stops

Delete stops No No Yes No
View map Yes Yes Yes No
Position stops on a map No Yes Yes No

Hyperlink to route in - - - -
Routes tab

Hyperlink to passenger in - - - -
Boarding and Alighting
tab

Hyperlink to route in - - - -
Boarding and Alighting

tab

Route Search for and select Yes Yes Yes Cannot
routes access

routes

View routes Yes Yes Yes No
Create new and/or edit No Yes Yes No
existing routes
Duplicate (copy) routes No Yes Yes No
Delete routes No No Yes No
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Main Sub process User action Read R-Write  RW- Deny
process Delete
Transport Route Insert stops into/edit stops No Yes Yes No
Network on routes
Remove stops from routes | No No Yes No
Mirror stops on routes No Yes Yes No
View route map Yes Yes Yes No
Hyperlink to stop in Stops - - - -
tab
Hyperlink to stop in - - - -
Loading tab
Hyperlink to passenger - - - -
journey in Passengers tab
Surveys View survey Yes Yes Yes No
Create new and/or edit No Yes Yes No
existing survey
Delete survey No No Yes No
Driver/PA Route NA NA NA No
Allocation
Transport Driver or Control the display & Yes Yes Yes No
Person Passenger recording of Driver &
Assistant assistants tabs in People
and Route focuses
View and edit D&PA Yes Yes No No
View D&PA Yes No No No
Record DBS Control the display and Yes Yes Yes No
recording of DBS checks
View and edit checks Yes Yes No No
Can View checks Yes No No No
Training Course Will control display and Yes Yes Yes No
recording of training tab
View and edit course Yes Yes No No
details
Can view course details Yes No No No
Delete a transport need for | No No Yes No
a person
LIF View LIF Yes Yes Yes No
Create new and/or edit No Yes Yes No
existing LIF
Delete LIF No No Yes No

170

Transport Back Office Handbook



Appendix C

Main Sub process User action
process
Transport Print Invoices Print invoices through the Yes NA NA No
Person following pages:
Print invoices, Bulk Print
| Invoice
Invoice View invoice Yes Yes Yes No
Passenger
Create new and/or edit No Yes Yes No
existing invoice
Delete invoice No No Yes No
Disbursements View payments Yes Yes Yes No
Create new and/or edit No Yes Yes No
existing payments
Delete payments No No Yes No
Add or edit payment prefix No Yes Yes No
Student Data Addressee View addressee Yes Yes NA No
Edit addressee No Yes NA No
School History View school history Yes Yes Yes No
Create new and/or edit No Yes Yes No
existing school history
Delete school history No No Yes No
SEN Needs View disabilities Yes Yes Yes No
Create new and/or edit No Yes Yes No
disabilities
Delete disabilities No No Yes No
Special Transport | View special transport Yes NA Yes No
Needs needs
Create new and/or edit No NA Yes No
special transport needs
Delete special transport No NA Yes No
needs
Student Carer View student carer details Yes Yes Yes No
Details
Create new and/or edit No Yes Yes No
student carer details
Delete student carer details | No No Yes No
View carer for Yes Yes Yes No
Student Court View student court orders Yes Yes Yes No
Orders
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Main
process

Sub process

User action

R-Write

RW-
Delete

Student Data Student Court Create new and/or edit No Yes Yes No
Orders student court orders
Delete student court orders | No No Yes No
Edit SEN Stage View SEN stage history NA NA Yes No
History
Edit SEN Stage Create new and/or edit NA NA Yes No
History SEN stage history
Delete SEN stage history NA NA Yes No
Edit FSM History View FSM details NA NA Yes No
Public Care View public care details Yes Yes Yes No
Details
Create new and/or edit No Yes Yes No
public care details
Delete public care details No No Yes No
Transport Home Return to home menu Yes NA NA No
Utilities
Return to v4 login menu Yes NA NA Yes
Admission Transfer Groups/ | View the subgroups in bulk | Yes No No No
Setup and Sub Group assessments from
population Administration administration
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