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PtMS for Windows Help: Scheduling

Click on the link to jump directly to the help topic. You can click on the "Return to top" link to return to this menu.
Help Topics

Entering a New Service Request

Reusing Service Requests

Cancelling and Suspending Scheduled Trips
Deleting Scheduled Trips

Editing Schedules

Printing Schedules

Group Trips

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.

PtMS - Chient Records

wem wsn PEMIS For Windows - Clients

Client Info | Client Billing | Emerg Info /Certs | Agency Billing | Pickup Info| Sched Trips | Trip Hx | Options | View Providers

Client ID: |2 * Sexc | Mow Intake Date:
Last Name: [WASHINGTOMN Doa: ®
}*
First Name: |GEORGE Language: -
¥ Client Nate
mi[ Amb Status: | AMB » #‘
Address 1: [127 £ JEFFERSON STREET ﬁ Disability: | Dis + ferge Forms
Address 2: [APT 5 Escort: =
Zipcode: [13063 | | PCA: >
State: |PA w County: | ﬁl cap Mj:l
city: [MEDIA 5| Agencies: MED, GEN, , ,
PHONE: | * Ext: Type:[v = . ser
Clickhereto %, & 215 DB Rec 10k |
S5M: ® schedule a tnp
for the selected
Med ID: * client clear screen to search on these fields
Other ID: * Map Quest |  Export Client |

|Eind Cliem] ciear sem | Editcliens | add Crient | Delete Client | Schedule Trip GeoCode | Ciient EMH':

Select the "Trip Type": Demand (enter date), Routine (standing order) or Write In.
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MM For Windows - Service Reguest

Service Request - Standard 0707091445

L. Name: 'WASHINGTON F. Name: GECRGE Mi: ChiD:2 Med ID: Req #:
Ref & Date/Type: |0k ~ Start On Date:
1 12 {15
Take Veh: (598 3 g Agency: «  Funding: v  Purpose: ~

[ Sro: Destin Time: [T |
STREET #|m S C Pickup Time: [TBS 1208673321, 1034834132 |
ps MEDIA, Rumn:

Select the tnp type -
Demand (date), Routine
(standing crder) or
Wiite In

Ret: De L sre © Destin Time: [TBS _ 1a0se7332, t0ssnnn |
Pickup Place: | oL s Pickup Time: [TBS |
PickupZone: [ Hame: [ Run:[

Driver Instructions: | we: [AMB v Es.:=|_7 m|’_7
] T | W | T F | Sa| Su Tripcode Rate Fare

Tabaz] o w2l | & N e - Cale Miles ”T

Ret: | N O - Calc Miles ||T
Last User: Last Upate Time: Updated:

| Pick Demand Days || New Destination || ITake PU  «| @ |[ seve Service Request |Iv-ew History IICancel [

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".

PEAAS For Window =t
Service Request - Standard OrOT09-1445
L. Name: WASHINGTON F. Name: GEORGE M Cit iD:2 Med ID: Req &

Ref #: Date/Type: [(1012/08 +~ Start On Date:
Take Veh: [A01 _~  Ret Veh: ¥ Pick Revenue Code | Agency: ~  Funding: | v Purpose: |

ADY ABC TRANSPORTATION VAN
AD2 ABC TRANSPORTATION VAN —I
ABC ABC TRANSPORTATION UNASSIGNED TRIPS L
Place: [122 £JEFFY EASY TRANSPORTATION VAN _amearn. seessts |
: [asssPo |E02 EASY TRANSPORTATION | VAN
EAS EASY TRANSPORTATION UNASSIGNED TRIPS
|-|22 JEFF Fl: Deviated Fixed Rnules_l Deviated Fooed Route 1 - Ru‘n AT yzmsa73izs toasmiaiaz

. : 2| e s=  Pickup Time: [TBS
r \ [ Rnn:l_
WC:[AMB ~ Esc:| v PCA:;[ v

Select the take and

Mm|T retum vehicie Tripcode  Rate Fare
Take:| | | ~ | | caicmies [0
Ret: vl v\ ¥ | [ | cacnies [0
Last User: Last Upate Time: Updated:

Map Quest: QEEEEIT] vI @ II Save Service Request II View History II Cancel I

[Pi:ll Demand Days “ New Destination I

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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Service Request - Standard

0707091445

L. Name: WASHINGTON

F. Name: GEORGE Mi:

Ch D 2 Med ID: Re £

Ro":| Date/Type: [10/12/09 +« Start On Date:
Tdm\r‘ﬂnﬁ1 w mm:lﬁ1 ¥  Pick Revenus Code lganr.r:lGENv thdlnn:lGENv Purpou:IGENv
Y

Take: Destination:

Pickup Place:
Pickup Zone:

Ret:  Destination:

record —i
Pickup Place: |—\—"‘—

I PS5 For Windows
|122 EJEFFF  Click here to Revenue Code Selection

FQ&EUU
|122 E JEFF

selecta

IEES
IFES 1205673321, 1034634132

Revenue Code o

from the client’s

MED-MED-MED-MED

GEN-GEN-GEN-GEN

IFE 1205673321, 1034634132

EE
Pickup Zone: |  Hame: |
Driver Instructions: | [ = poa] &
Mm|T|W|T F | 5a | 5u | Tripcade Ralt o
Take:| o[ o | | v w| | [cen | |
Ret: w| oW * ¥ » w| o |GEN - I L
Last User: Last Upate Time:

IPlck Demand Days II New Destination II ITSH P & I *] II Save Service Request II View History II Cancel I

Enter the take and return pickup and destination times.

Take: Destination:

Plckup Zone:

Ret: Destination:

L. Name: WASHINGTON

Pickup Place:

Service Reguest

Service Request - Standard

F. Name: GEORGE

OFOT09-1445

Mi: CitlD:2
Ref #: Date/Type: [FEIINE « Start On Date: |
Take Veh: W1 ~ Ret Veh: [A_m ~  Pick Revenue Cudel ﬁnonq:]GEN v Fundrag:]GEN v Purpm|GEN ¥

Med ID: Req &

——

122 E JEFFER
98500

122 E JEFFEH

Enter the take and refurn
pickup and destination
hmes

n,_,:p,—_.f[llﬂlrlﬂmn !SSE
Lo Sre: C Pickup Time: ESUG 1205673321, 1034834132
Ill.m:[

Destin Time: I1E i 1205673321, 1034834132

I Pick Demand Days II New Destination I

Pickup Place: [ | o Sz PickupTime: [530 |
Pickup Zone: [ Name: | Rum:[
Driver Instructions: | WC: [AMB v Esc:| v PCA:| -
M T|W|T[F|Sa|SuETrlpc¢dullnu Fare
Take:| o o o « ~| +] |Gen & | [5200 caiemues [0
Rt | w| ~| | ¥ ¥ ~ | [oen = | [ 5200 caicmues [0
Last User: Last Upate Time: Updated:

Map Quest ETGESIVEEEES I ] II Save Service Request II View History II Cancel I

Select a destination using the lookup destination window.
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Click here to
display the

Destination Lookup
window to select a

destination
gency: | GEN « Fundln-g:lGEN w Purpue:'GEN -

Take: Destination: | HAm s Destin Time: [05.30
Pickup P a2

Service Request - Standard
L. Name: WASHINGTON F. Name: GEO|

R.ii:l Datel/Type: RO

Tﬂell'lll:ﬁ1 » Ret Veh: (A1«

Pick Heve

Pickup 7d tion Lookup -
Destination Address D
Ret:  Destinatic F3s132
CROZER CHESTER MED CENTER 2600 W 9TH ST, , CHESTER. PA 3 =| 4
P P} cvs Phammacy - Media - Click on the destination e L |
Pickup 7q Delaware County Community College [i-5tetn H 1o select it 15
- . | Delware County Courthouse 201 W Fror] from the list 10
Granite Run Mall 1067 West "

o
. Destination: Address:
o | Aidens |
Ret: T Apply Filter
Last Use{| Remove Filter

Cancel

| Pick Demand D¢

by that colurmn = Cancel I

Enter driver instructions and select escort or attendant if needed.

thiS For Windows - Service Request
L. Name: WASHNGTON F. Name: GEORGE M Cht 1 2 Med ID: Rog#

Rafti M&'Tm:!FIDLJT]NEv Start On Date:
T-kn\fah:'m‘! - Rsi“eh:ﬁnf w Pick Revenue Code lpnq'lGEN - !’undhlg:IGEN v Purposa:IGEN w

Take: Destination: ]Delawa:e County Community College ﬁl& 15 sz 0 Destin Time: IUE 30 1205423827, 1005530204
Pickup Place: ]122 E JEFFERSON STREET ﬁl e 1 Sre: C Pickup Time: |na 00 1208873321, 1034834132 j

Pickup Zone: 495500 Name: |MED|A Run

Selectif client
requires
escort or

Enter driver (REET ﬂl 10 1 Sre: C Destin Ti 73321, 1034834132

instructions here

Pickup Place nunity College ﬁl 0 15 Srez 0 Pickup 5473027, 1035538204 J
Pickup Zone: [MEDLA Run: | L
Driver Instructions:  [Assist client on and off vehicla we:[aMB v Esc:| v+ PoA:[ v

M [T |W| T | F|5a]| 50| Tripcode Rate  Fare
Take:| | w| v w| v w| w| [cen ~] [ 5200 cacwmies |[ 0
Reti: v » v - w w i |GE--'\\I b I I S2.00 Cale Miles I i}

Last User: Last Upate Time: Updated:
] Pick Demand Days II Hew Destination !- Map Quest [EEEEY] VI ] II Save Service Request II View History II Cancel I

Page 4 of 14

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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PtiAS For Windows - Service Request

Service Request - Standard O70705-1445
L. Name: WASHINGTON F. Name: GEORGE WA Chin:z

an!:l DatelType: ﬁDU‘I‘INEv Start On Date:
Take Veh: FA_!J‘I w Ret Veh: Fiﬁ'l *  Pick Revenue cpdal Agency: | GEN ~  Funding: [GEN »  Purpose: |GEN -~
Take: Destination: il:lelaware County Community College ﬂ Wi sre: 0 Destin Time: |08 30 1205423527, 1035535204

Pickup Place: [122 £ JEFFERSON STREET #|m1 s C o Pickup Time: [18 00 1206673321, 1034634132
Pickup Zone: FBESDU Hame: |MEDIA Run:
Ret: RS0M STREET i 1 Srei © Destin Time: |1500 1205673321, 1034834132
Select the days of the ﬁl
week for a Routine trip. [ty Community Callege #Afmis S0 Pickup Time: [1530 1205423627, 1035535204
=
Name: [MEDIA Run:
Diriver | iﬁ\ssisl client on and off vehicle wir-[B08 - Esc: | ~ PCA: | =

For a demand trip or write in
M| T|W|T]|F|SafSu| Tripeode frip click on the Pick Demand
I‘ma: ¥Yowl »Y v =Y w Days to select all the dates to
Rt [¥ w| ~[Y v| ~T~| mcludemthemp

Last User:
| Pick Demand Days |

| GEN
Last Upate Time:

ow Destination II & Iﬁmﬁke P | @ “ Save Service Request II View H!mowll(‘.anmrl

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.

PIMAS For Windo Ervice Request

Service Request - Standard 0707091445
L. Nama: WASHINGTON F. Name: GEORGE ME: CltlD:2 Med 1D: Req #

Ik‘":l Date/Type: |R0UTINEV Start On Date: I

meh:ﬁ'l o Ret Veh: W“ *  Pick Revenue Cndel Agency: IGEN ~  Funding: IGEN ~  Purpose: |GEN ~
Take: Destination: |Delawara County Community Collage iajnqs gre: 0 Destin Time: (08 30 1205423937, 1035533204 |

Pickup Place: [122 E JEFFERSON STREET : Sre: © Pickup Time: [08.00 1205673321, 10a4s34132 |
Pickup Zone: [133200 Name: Fares and Rates Run:[

are generally

assigned to ©  Destin Time: [1600 1205673321, 1034834132 |

Ret: Destination: |122E JEFFERSON STREET !
Tripcodes in setup
Pickup Place: |Delswsre County Community Colled byt can be manually
Pickup Zone: [533487 Name: iy entered here.
Drlver Instructions: P‘«sslsa client on and off vehicle
M| T|IW[T]F 5] Su| Tripcode Rate

Fi
Meke:[Y o] ~[¥V o] w[Y o] w] ~| [66N ~] [ 5200 _calcmies [0
Ret: [¥ w| ~[¥ v wH~] ~| = [een =] [ 5200 _Calcmies |[ D

Last User: Last Upate Time:

IPlck Demand Days il Hew Destination II Imﬁka Py \-'] o II Save Service Request II View History II Cancel I

D Plckup Time: |1530 1205423027, 1035539204 |
Run:

WC: [AMB ~  Esc:| v PCA:| v

Click on "Calc Miles" to calculate the one way trip miles from the map.
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vice Request . Standard O7T0709.1445
L. Name: WASHINGTON F. Name: GEORGE Ml ChiD:2 Med ID: Renq &

Rel & DateiType: [ROUTINE +  Start On Date:
Take Veh: jA01 ReiVeh: [A01 ~  Pick Revenue Code | Agency: |GEN «  Funding: | GEN ~ Papm:iGEN w

Take: Destination: |Dalawara Courty Community Callage ﬁll}_ﬁ, s 0 Destin Time: |05 30 1205423627, 1035530204
Pickup Place: |122 E JEFFERSON STREET 2__5] o1 S= C  Pickup Time: [03.00 1205673321, 1034834132

Pickup Zone: (498500 Name: |IVIEDIh Run:
Ret: Destination: [122 E JEFFERSON STREET ner [ |1 1208673321, 1034834132
Click to
Pickup Place: |Dalsw-‘3re County Community Caollege E 15 calculate the 15:30 12054236027, 1035535204
Pickup Tone; (533487 Name: IMEDIA one way tnp
mileage
9 Esc: w PCA: "

Driver Instructions: ]Assrst client on and off vehicle

M [T [W[T][F|[Sa[|Su]| Tripcode Rate Fare
Take:|Y « w|Y w|Y v w w |GEN‘-‘| |52L'||.'I Calc Mi
Ret |[Y v| ~|¥ »| ~|¥ »| & »| [cen » | | 5200 | CalkcMies

Last Upate Time:

I Pick Demand Days “ New Destination I.Hﬁﬂﬁke Tnp = I ] |I Save Service Request II View History II Cnm:etl

Select "Save Service Request" to save the service request records and enter the one way trip records into the
schedule.

PEhAS For Windows - Senvice Reguast

Service Request - Standard OT0T09-1445
L. Name: WASHINGTON F. Name: GEORGE M CitiD:2 Med I0: Req &

Ref # Date/Type: ﬁOI.lTINE ~ Start On Date: |
Take Veh: W1 »  RetVeh: IE‘I ¥  Pick Revanus Codel &gencrlGEN - Funﬂnu:lGEN - Purpm:lGEN -

Take: Destination: |De|aware County Community College ﬂl 1012 sre: 0 Destin Time: IDE 30 1205423627, 1035535204 I
Pickup Place: |‘|22 E JEFFERSON STREET ﬁl s 1 Sre: C Pickup Time: iDE {111] 1205573321, 1034834122 I
Pickup Zone: 498500 Name: [MEDiA Run: |

Ret:  Destination: |‘|22 E JEFFERSON STREET ﬁl o= 1 Sre: C Destin Time: F1E [111] 1205673321, 1034834122 I
Pickup Place: [Delaware County Community College ﬁl :15  Sre: O Pickup Time: i15 30 1205423827, 1035539204 ’

Pickup Zone: [533467 Hame: [MEDiA

Driver Instructions:  [Assist client on and off vehicle WIC:

Click on Save
Senvice Request

M[T I w I T[F[sa]su | Tripcode  Rate Fare to create the trip
sheilY | oY o] v[Y W] ] |GEN (¥ | | sz2o0 records
et |Y - ...Y ~ &Y 2] | | |oEN ¥ | | s2o0

Last User: Last Upate Time: Updated:

lPIl:Il Demand Days “ New Destination ITEkE Trip I ™~ II Save Service Request II View History II Cancel I
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PAMS - Client Records
1012109 10:22:06 - .
e PIMS For Windows - Clients
| Client Info | Client Billing | Emerg info (Ceris | Agency Billing | Pickup Info ‘Sched Tnps. Trip Hx | Options | View Providers
TR|E Pickup Location PU Destination Drop (DR Veh| Date |Day | Stop Start
T 122 E JEFFERSON STREET| p8:00 |Delaware County Community| 08:30 | R | Ap1 | ROUTINE | MON ]
=] Delaware County Community| 15:30 |122 E JEFFERSON STREET| 16:00 | R | Ap1 | ROUTINE | MON -l
T 122 E JEFFERSON STREET| p8:00 |Delaware County Community| 08:30 | R | Ap1 | ROUTINE | WED ]
R Delaware County Community| 15:30 [122 E JEFFERSON STREET| 16:00 | R | ap1 | ROUTINE | WED ]
T 122 E JEFFERSON STREET| 08:00 |Delaware County Community| 08:30 | R | AD1 | ROUTINE | FRI a
R Delaware County Community| 15:30 {122 E JEFFERSON STREET| 16:00 | R | Ap1 | ROUTINE | FRI a
The tnps are now entered and
can be viewed in the client's
record or in the daily schedule
for Mon, Wed, Fri
M = CwSuspended [ = Deleted =Escots [ = Routine Delayed Start Refresh | Print Trips|
Client: WASHINGTON, GEORGE (2) Double click on date 1o view Cx/Suspension oplions.
Clear Scm Edit Client D i Client CMN's

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.

Service Request . Standard OT0T09.1445

L. Name: WASHINGTON F. Name: GEORGE Mi: Chin:2 Med ID: Req #
Rn‘ll:l Date/Type: |1ﬂ."12|'|39 v Start On Date: I

TaKAY e For Widaws - Sarvite ReGuest History

R Tl Service Request History - WASHINGTON, GEORGE(Z)

Rat:
Click on ths
button 1o reuse a
presously entered i i}
Dirlved senice request Click here to view

senvice request history

and lnad the data for a clienl

] into the Service

Take:l o] ¥ N Requestform. [ T *1 | _CacWEes U\

Ret: w| ] I~ | v | | Cale Miles "T
Last User: Last Upate Time: Updated:

IPil:ll Demand Days Ilﬂew Desﬂmﬁnnll =) ImTﬂke PU v | ] II Save Service Request I View History ICan:el I

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.

w2 PEMS For Windows - Clients

| Client Info | Cliant Billing | Emerg Info /Cents | Agency Billing | Pickup Info | Sched T"PEI Trip Hx | Options | View Providers |

TiR|E Pickup Location PU Destination Drop [0/R{Veh| Date | Day | Stop Start
T 122 E JEFFERSON STREET| ng:00 [CROZER CHESTER MED CE 0s:30 | R | Aol | ROUTINE | MON il
R | |Delaware County Community| 15:p=-'422 S \=EEEOSAL STOECT = ROUTIRE | MON ]
T 122 E JEFFERSON STREET| g PtMS For Windows - Cancel/Suspend Trip ROUTINE | WED P
R Delaware County Community| 15: AOUTINEY WED Ll
T 122 E JEFFERSON STREET| oa: ClatI0: 2 Trid 10 108 Date: ROUTINE JOUTINE NFRI ]
R Delaware County Community| 15: ROUTIME | §RI il
Stop Date: 10/19/2009 ]
Restart Date: [ 10/20/2009 =8
- g To cancel a trip, double
# Rpt -*= click the date field, enter
% Thispideonly © All Rides the stop/restart date of the
4 ~ trip, select options, and
All Routines All Demands click on Apply to cancel the
trip
Apply CxlSuspend Clear Suspension
Exit
B = CwSuspended M = Deleted = " sh_| Print Trips|
Clignt: WASHNGTON. GEQRGE (2) Double click on date to vew Cx/Suspension options.

PtMS For Windows - Clients

TR|E Pickup Location PU Destination Drop |DR[Veh| Date | Day | Stop Start
T 122 E JEFFERSOMN STREET| 08:00 [CROZER CHESTER MED CE 08:30 [ R 10/20/2009|
R Delaware County Community| 15:30 [122 E JEFFERSON STREET| 16:00 | R | A01 | ROUTINE N _al
T 122 E JEFFERSON STREET)| 08:00 |Delaware County Community| 08:30 | R | A0L | ROUTINE D ol
R Delaware County Community| 15:30 [122 E JEFFERSON STREET| 16:00 | R | Ao1 | ROUTINE |WED a
] 122 E JEFFERSOMN STREET| 08:00 [Delaware County Community| 08:30 | R | A01 | ROUTINE | FRI ff Ll
R Delaware County Community| 15:30 [122 E JEFFERSON STREET| 16:00 | R | a01 | ROUTINE | FRI )

[/
I [/

Cancelied trips are highlighted in
red and the stop and start dates
are updated

M = Cx/Suspended WM = Deleted =Escons M = Routine Delayed Start Refresh | Print Trips
Chent: WASHINGTON,GEORGE (2) Double click on date to vew Cx/Suspension options

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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VEHICLE MANIFEST SUMMARY

Date: | 10/114/2009 Wed | Filier Vehicle: Filter Ride Type: + || Sort Trips By: |Pickup, Drop Times W iniden;J ne{rer.h| Assign Drivers |

1 1
Cx Sched Times
NS | Vehicle | Driver |Pickup| Drop | LastName FirstName |DR | TR |Status Pickup Location Destination Miles | WC | Agn

FEE s | DJS + | 08:00 | 05:30 WASHINGTON |GECRGE R | T 122 E JEFFERSON STREET |Delaware County Community C| 4 [AMB[GEN| |
(U | Unsuspend oS0 TRUMAN T 1414 MEETINGHOUSE LN CROZER CHESTER MED CEN| 64 [AMBMED| a=|
] s | 09:00 | 09:10 [Route Click on the T (Granite Run Mall RIDDLE MEMORIAL HOSPITAl 1 |AMB|GEN| as]
(|1 MoShow | 08:15 | 09:25 [Route | CancelNoShow column RIDDLE MEMORIAL HOSPITA[Media Fost Ofice 3 |ANMB[GEN| &=
3| ~|FlA ~ «| 0930 [09.35 [Route | t0 cancel a selected tnp. fr Media Post Office Springfield Mall 2 |AMB|GEN| )
al w| F1A w | 0940 | 0945 [Route Springfield Mall SPRINGFIELD HOSPITAL 1 |AMB|GEN| sl
@l «|FlA ~ w | 09:50 | 09:55 [Route Fixed R|T SPRINGFIELD HOSPITAL Healthplex Sports Club 1 |AMB|GEN| |
] w| F1A | 10:00 | 10:10 [Route Fixed R | T Healthplex Sports Club Lawrence Park Shopping Cente| 3 |AMB|GEN| am|
M| w|FlA «» w | 10:15 | 10:25 [Route Fixed R|T Lawrence Park Shopping Cente(Mewtown Square Shopping Cen| 3 [AMB|GEN| |
] w| F1A | 10:30 | 10:35 [Route Fixced R | T Mewtown Square Shopping Cen[Delaware County Community C[ 1 [AMB|GEN| as|
il w|EAS ~ w | 10:40 | 10:55 [Route Fisxed R|T Dielaware County Community C|Granite Run Mall 4 |AMB(GEN| &s
] w| AD1 w| DJS w| 11:00 | 11:45 [TRUMAN HARRY R|R (CROZER CHESTER MED CEN414 MEETINGHOUSE LN 64 [AMBMED| |
S w| AN ~| DJS | 15:30 | 16:00 [WASHINGTON |GEORGE R|R Delaware County Community G122 E JEFFERSON STREET | 4 [AMB|GEN| s
) - e w &
(50| ) 9| D 0 D E E |- N~ I D R |2 =0

After cancelling the record the user is prompted to enter the "Reason for Cancellation”.

PIMS For Windows - Vehicle Manifest Summar

VEHICLE MANIFEST SUMMARY
Date: | 10142009 Wed | Filter Vehicle: Filter Ride Type: Sort Trij : [Pickup, Drop T I
il e i ype: rips By: [Pickup. Drop Times w | Providers || Refresh

Assign Drivers

Cx Sched Times |

HS | Viehicle | Oviver |Pickup| Drop | Last Name TiR |Status Pickup Location Destination Mies | WC | Agn
al | A0 «~| DJS | 0B:00 [ 08:30 T C |122 E JEFFERSON STREET |Dalaware County Community C| 4 |AMB|GEN| s
A ~[A0 «~[DIS ~[0B 200900 b tar wadoR |__|CROZER CHESTER MED CEN 64 [AMBIMED &
Ml «|FlA ~ w | 09:00 | 0910 | | |RIDDLE MEMORIAL HOSPITAL 1 |AMB|GEN| am|
M| w|F1A | 09.15 | 8925 [Route Media Post Office 3 [AMEB[GEN| 4|
Al el FIA Once a record is cancelled, the E & R 20 SNEIGEN | I
M| v FlA v name is highlighted in red and the = i { FacCx  Chiant Canceled BEOHERET DI SISENTAL LUSMBIGEN||
M| «IF1A 8 coris prompted to enter the ved R | | FamCx Family Canceled Heaithplex Sports Club 1 |AMB|GEN #|
Al v|F1A o "Reason for Cancellation” xad R |‘ Moved Chent Moved Lawrence Park Shopping Centel 3 JAMB|GEN| #8]
Ml ~|Fl1A o xad R | | Moved( Client Moved Out of Co | =| prtelNawtown Square Shopping Cenl 3 |AMB|GEN| 48]
Al «|FlA ~ Z 10301105 e Foiad R[] CenDalsware County Community C[ 1 [AMB|GEN| &
] v | EAS « w | 10:40 | 10:55 [Route Frxad R[] w C|Granite Run Mall 4 |AMB|GEN| &8
M| ~| Al ~| DJS «|11:00 | 11:45 [TRUMAN HARRY Rl CEMN414 MEETINGHOUSE LN 6.4 |AMBMED| |
'] w| A | DUS « | 15:30 | 16:00 [WASHINGTON |GECRGE R y C122 E JEFFERSON STREET 4 |AMB|GEN| |
Ml o~ ~ - | &

& use Status Desc

[n] ]~

[ Close || #ap At Trips ] 5 || 995 | 90s | 999 | 909 | 599 | 599

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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PIMS For Windows - Vehicle Manifest Summary

VEHICLE MANIFEST SUMMARY
Date: | 10/14/2009 Wed | Filter Vehicle: Filter Ride Type: Sort Tri 2 [Pickup. Drop T Dri
i i ype IE ps By: (Pickup, Drop Times w | Providers || Refresh || Assign Orivers

All

Demand
M Routine 98| Pickup Location Destnation Miles | WC | Agn
Delatad 122 E JEFFERSON STREET [Delaware County Commundy C| 4 |AMBIGEN

Cx Sched Times |
NS | Vehicte | Driver |Pickup| Drop

oAl »| A0 »|DJS «|0800)|08:30

bl

y

Select "Cxw/NS" from the "Filter
Ride Type" selection box to
display only tnips marked
cancelled or noshow

(| R 5 ) E E I |~ B - EY I B 2 - -~

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.

wmwoe - DENS For Windows - Glients

Client Info | Client Billing || Emerg Infa iCerts | Agency Billing | Pickup Info | Schad Trips | Trip Hx | Options | View Providers

TIR[E Pickup Location =] Destination Drop |DR| Veh| Date | Day | Siop Start

T 122 E JEFFERSON STREET| pg:15 |Delaware County Community| 08:45 | R | Ap1 | ROUTINE | MON al
R (Delaware County Community| 15:15 122 E JEFFERSON STREET| 15:45 | R | A01 | ROUTINE | MON o
T 122 E JEFFERSON STREET| 08:15 |Delaware County Community| 08:45 | R | A1 [ ROUTINE | TUE -
R (Delaware County Community| 15:15 (122 E JEFFERSON STREFTewielO la e ol
T | |122 E JEFFERSON STREET| 08:15 |Delaware County Commun| Chick o select the thp [ FAEE———— | ]|
R | |Delawsre County Community| 15:15 [122 E JEFFERSON STREf detail screen forthe  ETwWeD ]
T | |122 E JEFFERSON STREET| 08:15 [Delaware County Commun Irip to delete E [ THU al
R Delaware County Community| 15:15 (122 E JEFFERSON STREET T9@S /| A0T [ ROUTINE | THU ol
T 122 E JEFFERSON STREET| 08:15 [Delaware County Community| 08:45 | R | A0d | ROUTINE | FRI "
R Delaware County Community| 15:15 |122 E JEFFERSON STREET) 15:45 | R | Ap1 | ROUTINE | FRI al

M = Cxw/Suspended I = Deleted =Escots [ = Routine Delayed Stant Refresh_| Print Trips|
Client: WASHINGTON.GEORGE (2} Double click on date to view Cx/Suspension options.

|Eind Client]| Clear Sem | EditClient | Add Crient _Scheduie Trip} GeoCode | Client CHN's

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.
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PIMS - Client Records

wm wise - DEMS For Windows - Clients

Clignt Info | Client Billing | Emerg Info /Certs | Agency Billing | Pickup Info Sched Trips Trip Hx | Optiona | View Providers
Vehicle Manifest Trip Edit for >>WASHINGTON, GEORGE (2) - Trip 10:82 . Date:ROUTINE

Vehicle: (701 ~ Day |WED~ 3 ChentiD 2 Prov: Take Or Return: T Tnp |D: 82
Last Nama: WASHINGTON First Name: GEORGE Updated: 10/11/2009 0831 Demo User
Date. |ROUTINE Trip Code. [GEN  ~ Fara: [2 Amb Status: [a148 b
Agency [GEN ~ Funding [GEM ~ | Pumpese [GEN * Stop Date: Start Date: [
Pickup: [122 E JEFFERSON STREET 43 Time: [08 16 Zome: 488500 Loc: 150B3MEDIA X 1208872026
; 1034836020
— _ — X 0BT
Dest: |Delaware County Community Collage ﬂ Tima: |l‘.}B 45 | Zens SI04ET Lo 15063 MEDIA v 1038539304
Div Instr: | Ruin [
Req Date. Def Vehicla: [A01 ~  Def Pickup Time: [08 45 Def Drop Time: [08.15
Ad Select status="D" for
Pickm % delete then select |
Dastin Address: iy - |
Save Changes -
Escon: v. [ Eae ~ Sia v Status Dasc: ~  Mies: |4 Modifier. [
RefNumber: | Ref Start 1011] ¥ RefEnd: [10/11/2009 = T Renew
Hotes: | E'i
Client Comment:
Close I Save Changes I Un Suspend . Delete Trip Calc Miles
Find Client}| Clear Scin Edit Client Add Client Schedule Trip§ GeoCode | Client CMN's E Quiit

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.

PMS - Client Records

wm aze - DENS For Windows - Clients

Client Info | Client Billing | Emerg Info (Cans | Agency Billing | Pickup Info| Sched Trps | Trip Hx | Options | View Providers |

TR|E Pickup Location PU Destination Drop |DR|Veh( Date | Day | Stop Start

X 122 E JEFFERS0ON STREET| 08:15 [Delaware County Community| 08:45 | R | A0l | ROUTINE | MON )
R Delaware County Community| 15:15 (122 E JEFFERSON STREET| 15:45 | R | A01 | ROUTINE | MON ]
T 122 E JEFFERSON STREET] 08:15 |Delaware County Commumity| 08:45 | R | Al | ROUTINE | TUE il
.T: ?:;:TEF?;R?DCPT:: Deleted Tnp - tagged for 13445 _: o e L

permanent removal from sz s -
R Delaware County Comn Schedule table. Delete stalus 15:45 | R | A01 | ROUTINE | WED ol
T 122 E JEFFERSON 5T ramaves the trip from all active 08:45 | R | a01 | ROUTINE | THU ]
R Delaware County Comin schedules and repons 15:45 | R | A01 | ROUTINE | THU al
T 122 E JEFFERSON STI - - 0B:45 | R | A01 | ROUTINE | FRI ]
R Delaware County Cnmmunilyl 15:15 l‘IZZ E JEFFERSON STREET| 15:45 | R | A0l | ROUTINE | FRI ]

M = CwSuspended [ = Deleted =Escorts M = Routine Delayed Stan Refresh E Print Trips
Chent: WASHINGTON,GEORGE (2} Daouble click on date o view Cx/Suspension oplions.

[Eind crient| Clear sem | Editclient | add Crient - Schedule Trip| GeoCode | Client CMN's | Quit |

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.

wam i - DAMS Eor Windows - Clients

Client Infa | Chient Billing | Emerg Info /Certs | Agency Billing | Pickup Info| Sched Trigs | Trip Hx | Options | View Providers

TIR[E Pickup Location PU Destinat Drop |R|Veh| Date | Day | Stop Start
122 E JEFFERSON STREET) 08:00 |[CROZER CHESTER MED CH o8:30 | R | A01 | ROUTINE | MON
Delaware County Community| 15:30 |122 E JEFFERSON STREET] 16:00 | R | A01 | ROUTINE [ MON
122 E JEFFERSOMN STREET| 08:00 |Delaware County Community| 08:30 | R PLBLETR . ST

-
R
-
R Delaware County Community| 15:30 |122 E JEFFERSON STREET] 16:00 | B Select the trip to edil
-
R

122 E JEFFERSON STREET] 08:00 |Delaware County Community] 08:30 | R Dy Clicking on the rip | =—————fu——

b e e el

Delaware County Community| 15:30 |122 E JEFFERSON STREET| 16:00 | R 0etail button. This
opens a trip detail
edit window

M = CxiSuspended [l = Deleted =Ezcats M = Routine Delayed Stant Reiresh | Print Trips|
Client: WASHINGTON.GEORGE (2) Double click on date ta wew Cx'Suspension options.

Eind Client] Clear Scm Edit Client Add Client § Delete Client § Schedule Trip | GeoCode § Client CMN's Quit

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

wem o DS For Windows - Clients

Cliant Info | Client Billing | Emarg Info /Cens | Agency Billing | Pickup Info, Sched Tnps | Trip Hx | Options | View Providers

Vehicle Manifest Trip Edit for >>WASHINGTON, GEORGE (2) - Trip 1D:112 - Date:ROUTINE

| [wehicle:[01 ¥ Dew:[FRI * § ClientID:2 Prov Take Or Retum: T Trip ID- 112
Last Name: WASHINGTON First Name  GEORGE Updated: 10/12/2003 10:21  Demo User
Date: [ROUTINE | Trip Code: [GEN ~ Fare: |2 Amb Status: [AnE v

De'sfl[!elawar\e County Community College

Agency: [GEN Funding: [GEN ~ Pumpose [GEN ~  Stop Date- Stant Date: [

Pickup: [122 E JEFFERSON STREET 3| Time: [08 00 Zone: 488500 Loc: 1S03MEDIA 1205873321

34| Time: 0330 Zone- 33437 Loc 18063UEDA

¥ 1034834132
X 205823827
¥ 1035538204

Drv Instr |A55is1 client on and off vehicle
Req Date: Reg Time:
Pickuo Address: Edit needed fields then click
Destin Address: [ on Save Changes lo updale
Escot |~ Escor Fare [ schedule record.
Ref Humnber [
Motes: [

Run- [
icle: [A01 % Def Pickup Time: [08.00 | Def Drop Time: [08-30
|

|

===

*_" Status Desc: «  Miles: |4 Modifier |
09 RefEnd: [101272008 I Renew

Client Comment:

Close | save Changes J unsuspend [l vetete Trip I W cole wie-

|Eind Ciient| Clear Serm | Edit Client | Add Client | Detete Client | Schedule Trip| GeoCode | Client CiN's [ quit |

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).

file://C:\Program Files\ABS\PtMSAccess2007\Help\PtMS Clients\PtMS Scheduling.htm
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PEMS For Windows - Vehicle Manifest Summary

VEHICLE MANIFEST SUMMARY

Filter Ride Type: Sort Trips By: |Fickup, Orop Times J

[ Sched Times
M5 | Vehicle | Diver |Pickup| Drop Last Hame First Nama DR | TR |Status) Pickup Location Destination

3| v BN |05 08000830 [WASHINGTON |GEORGE R|T 122 E JEFFERSON STREET |Delaware County Community C I

Bl ~|A01 +|DJS «|08:20 | 09.00 [TRUMAN HARRY R| T 414 MEETINGHOUSE LN |CROZER CHESTER MED CEN| I

Bl| ~|A01 w|DOJS w1100 1145 [IROMAN HARRY R|R CROZER CHESTER MED CEN[d14 MEETINGHOUSE LN &

&l ~| A0l «|DJS 1530 | 16.00 WASHINGTON |GEORGE R|R Delaware County Community C|122 E JEFFERSON STREET |

al - .

These fields are editable on this
screen

||:|nm|||.tapm;mps|lgllmlmlm'm'mlmﬂ Y 0 I | 9 vse Stanus Desc

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.

PEMS For Windows - Vehicle Manifest Summar

VEHICLE MANIFEST SUMMARY
10/12/2009 Mon | F Filter Vehicle: Sort Trips By: [Pickup, Orop Times -

Cx Sched Times
N5 | Vehicle | Driver (Pickup| Drop Last Hame First Name VR | TR |Status) Pickup Location Destination Miles | WC | Agn

&| v A0 - ~ | 08.00 | 08.45 |CARTER NIy R|T 581 SOUTH AVE Delaware County Community G| 5 |AMBIGEN] 40

| v | AN v 0815 | 08.45 |WASHINGTON |GEORGE R|T 122 E JEFFERSON STREET |Delaware County Community C| 4 |AMB|GEN] gn

& v | AN v w1515 | 15.45 |WASHINGTON |GEORGE R|R Delaware County Community C|122 £ JEFFERSON STREET | 4 |AMB|GEN] 4nl

& v Al v v | 15.15 | 16.00 |CARTER INIY R|R Delawars County Community Cj581 SOUTH AVE 5 |AMB|GEN] 40

e v res &

Vehicle Manifest Report Style

Click on the Print button and

Do You Want To Group By Vehide? select whether to group trips by
vehicle - if you selected no, trip
] I hio | tnps will print as one long list

sorted by the sort selection at
the top

]c|.,;ellmapg|rmpsl E ggglggglggglggglgggl,ﬁm I , First: | .p,l 4 I b l & use Status Desc
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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.

RepWvehManifestByVehicle

Vehide Manifest Summary - G ouped By Vehicle
eh: AD1, All Rides, Sorted By Pickup/Drop Times For Monday 10/112/09

CARTER, JIMRTY

Client requires assistence boarding vehicle
Med |D: , Reference #: Clit Phn:{555)211-1122
WASHINGT O, GEDRGE

Med ID: , Reference #: Clt Phn:
WASHINGT O, GEORGE

Med ID: , Reference #: Clt Phn:

CARTER, JIMRTY (E85)211-1122
Client requires assistence boarding vehicke

Med |D:, Reference #: Clit Phn:{555)211-1122

T 08:00 581 S0OUTH AVE 45 Delaware County Commu
MEDIA PA 19063

T 0B:15 122 E JEFFERSON STRE 08:45 Delaware County Commu
MEDIA PA 19063

R 1515 Delsweare County Commu 15:45 122 E JEFFER'SON STRE
MEDIA PA 19063 MEDAPA1SDES

R 1515 Delawars County Commu 18:00 581 SOUTHAVE
MEDIA PA 19063 MEDAPA 19063

AMB GEN GEN

Return to top
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