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PtMS for Windows Help: Scheduling 
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Entering a New Service Request 

Select a client record then click on the "Schedule Trip" button on the tool bar at the bottom of the client record. 

 

Select the "Trip Type": Demand (enter date), Routine (standing order) or Write In.
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Select the take and return vehicle. If the trip is going to be assigned to a vehicle later, select one of the unassigned trips 
"vehicles" such as "999". 

 

Click on the "Pick Revenue" code button to display a list of Revenue Codes from the client record. Select a revenue 
code from the list. 
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Enter the take and return pickup and destination times. 

 

Select a destination using the lookup destination window.
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Enter driver instructions and select escort or attendant if needed. 

 

Select days of week for Routine trips, if entering a demand trip click on the Pick Demand Days button to select specific 
dates to include in the trip. 
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Fares and rates are generally assigned to tripcodes in the tripcode table in setup. Users can manually enter values if 
needed, however these are generally added by selecting a tripcode from the tripcode table. If the clients Revenue Code 
included a tripcode then the tripcode, rate, and fare is updated automatically when the Revenue Code is selected. 

 

Click on "Calc Miles" to calculate the one way trip miles from the map.
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Select "Save Service Request" to save the service request records and enter the one way trip records into the 
schedule. 
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Return to top 

Reusing Service Requests 

Previously entered servic requests for a client can be reused to enter a new request. This can significantly decrease the 
time it takes a order taker to enter a new service request. Once on the service request screen click on the "View History"
button to view an reuse previously entered requests. 

 

Return to top 

Cancelling and Suspending Scheduled Trips 

There are 2 different methods for selecting and cancelling schedule records: Cancel by Client and Cancel by Vehicle. 

Cancel by Client 
Cancel by Vehicle 

Cancelling Scheduled Trips by Client 
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Select a client then click on the "Scheduled Trips" tab. On the trip record you want to cancel, double click in the "Date" 
field to display the Cancel-Suspend Trip window. 

 

The cancelled trips are displayed in red highlight along with the stop and start dates for the trip. 

 

Return to Cancel topic 
Return to top 

Cancelling Scheduled Trips by Vehicle 

Select the Options tab, the select Vehicle Manifest Edit to view schedules by Vehicle for a schedule date. To cancel a 
record select "Cancel" from the "Cancel/Noshow" column. 
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After cancelling the record the user is prompted to enter the "Reason for Cancellation". 

 

Cancelled trip records are removed from the list of "All Scheduled Trips" once the screen is refreshed. To view all 
cancelled trips for a schedule date you must select cancelled and noshow trips from the "Filter by Ride Type" selection 
box. 
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Return to Cancel topic 
Return to top 

Deleting Scheduled Trips 

To delete a scheduled trip for a client select the "Scheduled Trips" tab on the client record. 

Click on the "Edit Trip Detail button for the trip you want to edit and display the trip detail screen. 

 

On the trip detail screen, click on the down arrow on the status field to display the list of options and select "D" for delete 
record. Click "Save Changes" to update the record and flag it for deletion.

Page 10 of 14

10/19/2009file://C:\Program Files\ABS\PtMSAccess2007\Help\PtMS_Clients\PtMS_Scheduling.htm



 

Changing the status of the record to "Deleted" instantly removes the trip record from the schedule. It will not appear on 
printed lists or browses of active scheduled trips. The daily processing routine for PtMS - System Processing - will remove 
it from the schedule. If you decide you need to restore the trip, simply edit the status field to blank an "Save Changes" 
again. 

Deleted trip records appear in the client's "Scheduled Trips" display color coded black until System Processing removes 
them from the Schedule table. 

 

Return to top 

Editing Schedules 

Editing Schedules primarily refers to adjusting scheduled trip pickup times, drop-off times, and vehicle assignment. Other 
fields such as destination, mileage, etc can be edited using the Schedule Record Detail window. 

Editing Scheduled Trips for a Client 
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To edit schedule records for a client, select the "Scheduled Trips" tab on the client record to display all scheduled trips 
for a client. Click on the detail icon on the far right column to open the scheduled trip detail window. 

 

Edit the fields needed and click on the "Save Changes" button to save edits made to the schedule record. 

 

Editing Scheduled Trips for a Vehicle(s) 

To edit scheduled trips for a vehicle select the "Options" tab and select "Edit Vehicle Manifest" to display the "Vehicle 
Manifest Summary" window. This window allows users to display and edit vehicles, pickup and drop-off times for 
schedule records displayed on the screen. Users can select trips for schedule date, all vehicles or selected vehicles, one -
a group - or all providers, or filter trips by trip type (all scheduled trips, demands, routines, or cancelled/noshow trips).
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Return to top 

Printing Schedules 

To print a schedule select the Options tab then select "Vehicle Manifest Edit" to display the "Vehicle Manifest 
Summary" screen for editing and printing schedules for selected trip dates. 

Make your schedule record selections and display sort selections these include: 

Schedule Record Selection and Display Options 
Schedule Date  
Filter by Vehicle or All Vehicles  
Filter Ride Type (Demands, Routines, Cancels/Noshows, Deleted, or ALL Scheduled Trips)  
Sort Trips By (Pickup+Drop Time, Client Name, Pickup Location, Destination, Agency  

Next, select the "Print" button to print the schedule. A dialogue box will ask if you want your trips printed grouped by 
vehicle. When priniting trips for all vehicles this option is typically selected. 
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The schedule report will display as a print preview. Click on the print button and make your printer selections, then select 
OK to print. 

Return to top 
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