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Mission Passenger Services  
 
The Mission Passenger Services software has been developed in association with several London 
Boroughs and community transport operation s, to meet the specific needs of passenger transport 
organisations.  
 
By including sophisticated statistical reporting and route optimisation it allows passenger services 
operations to manage budgets, vehicles, passenger special needôs and their SLAôs 
 
It is fully web enabled to allow remote enquiry and updating via a browser.  
 
Starting the Program  
 
Double Click on the desktop icon. 
 
 
The following screen will be displayed 
 

 
 
Logging In  
 
The program displays a start up form as follows:  
 
This checks the current machine settings and that all of the necessary network connections are in 
place. You will then be asked to log in.  
 

 
Simply type your first name in the User Name box, press Enter and then type it agai n in the 
Password box. Then either press Enter twice  or click on the OK button to continue.  
 
It is possible to cancel at this point by clicking the Cancel button once.  When you have logged 
into the program we recommend that you simply minimise it when it i s not being used and then 
maximise it to carry on working. This will mean that you do not have to keep typing your user 
details and password every time the program is activated. 



 

Getting Started  
 
We are really pleased that you have decided to use Mission Passenger Services software to 
manage your transport operations. In order to get the best out of the system there are some 
conventions and features that you need to know.  
 
Please take some time before loading the system to familiarise yourself with the no tes shown 
here. The first section contains general information and the second section is a much more 
detailed description of each screen and its functions. 
 
Terminology  
 
In this software screens of data are referred to as Forms, so there is a Route Form, a Passenger 
form etc. Forms display data and each entry is called a record ï so each passenger or venue has 
their own record. A record is broken down into bits of data (phone, age, email, notes) which are 
called fields. So, for example, a passenger form displays each passengerôs record and the data 
fields on the form display each bit of data about that passenger.  
 
A report is a printed document showing records and fields of data. The system does not really 
produce screen prints ï just reports. If you are in a form and you click on File, Print from the 
menu ï it will not print all records in a list - just the screen that is being displayed at the time . 
You should use the reports menu not File, Print for reporting.  
 
Getting Around  
 
The system uses a menu, toolbars and buttons to navigate between forms and reports. There are 
2 menu forms as well to help you quickly find and move to specific data.  
 
Common Icons  
 
Throughout the database there are standard icons with a consistent meaning. These are: 
 

    
View D etails  Show Dates/Calendar  Delete Record / Link  New Record  

This button is used to pop up 
or display the details shown 

next the button.  

Displays a date control 
calendar to click a date rather 
than type a date into a field  

Deletes the current record or 
the link to the current record if 

in a sub form.  

Clear the current screen ready 
to start entering a new record.  

 
 
Opening Forms   
 
A toolbar is used to navigate to the other forms in the database (Routes, Passengers, Vehicles, 
Accidents etc.). Menus and Sub-menus are also used for navigation through the system. 
 

 
 
If you hover your mouse pointer over the button a flag appears explaining what that button does. 
You only have to click once on buttons. 
 
To return to the Main Menu at any time click the following button on the toolbar.   
 



Forms and Tabs  
 
In most cases more data is stored than can be displayed on a single screen, most forms in the 
database have tabs to logically sub-group additional data. Important data is generally stored 
above the tabs, so that i t is always visible, and less often used data or related data are displayed 
in each of the tabs. 
 

 
 
For example, on the passengers form, the name information is always displayed above the tabs, 
the contact details are on the first tab, other contact deta ils on the second and related data on 
the other tabs. Simply click on the tab heading to view the other data.  
 
Locked Data  
 
As standard all data is locked when you log in. This is to prevent you accidentally overwriting 
data. If you want to make data chang es or add new items, we recommend that you unlock the 
data first.  
 
On the Menu at the top of the screen click on the word Locking and select Unlock All. 
 
You can then relock the data by:  
 
On the Menu at the top of the screen click on the word Locking and select Lock All. 
 
Creating New Items  
 
Open the form the you want to create new data for and then click the following button  
 
 

 once you have typed the information click     this is the save button.  
 
The system will automatically save changes for you if you forget to click this button.



 

Forms and Subforms  
 
A form contains the fixed information about your data. A subform shows lists of information 
relating to that data ï e.g. A route has fixed data such as the venue that it goes to, but it might 
pick up many passengers on the way. Therefore the fixed form data would be the route and the 
subform would be the passengers ï see below 
 

 
 
 

Searching For and Finding Data  
 
Every form has labels next to each field. When you double click these labels it is possible to 
search for any data that may have been entered. You do not have to type the whole word, as it 
will try to match for you.  
 
Example of a form heading 
 
 
 
Find Box  
 

 
 
When you have typed what you want to find you can press enter to find the first entr y. It is then 
possible to keep searching by clicking the Find Next option. 
 
To find something else simply overtype the text in the box and click Find First.  
 

Double Click labels 
to search for data 

Main Form 

List Sub Form 



User and Group Administration  
 
The system needs you to create both users and groups. Each user has to have a user name and 
login and has to be joined to a workgroup. Each user gets their permissions based on the groups 
that they are joined onto. Firstly ï create your Workgroups, to do this select Admin then Groups 
from the menu . 
 

 
 
From the menu select Admin then Users. 
 

 



Work Categories  
 
Each user can be allocated to a work category and this will decide which startup screen that user 
gets after they have logged in.  
 
 

 
 
 
 

 

This is the Work 
Category 

This is the relevant 
Startup screen 



 

Parameters  
 
Enter your Company details here ï the Company Name that you enter will appear on all reports.  
 

 
 

 

System, Security and Technical  
 
The Mission Passenger Services software has been developed using Microsoft Access, Microsoft 
Visual Studio, Microsoft SQL Server, Microsoft MapPoint and Microsoft .Net web technologies. 
 
The desktop program is a compiled and secured Access database. All Access backend 
functionality has been disabled. The data is stored in Microsoft SQL Server feeding both the 
desktop users and web users simultaneously. A fully replicated system across multiple servers and 
locations is also possible with Microsoft SQL Server. 
 
Microsoft MapPoint is used for dynamic mapping and route optimisation. Microsoft .Net has been 
used to produce a web based system allowing online real-time processing of requests, searches 
and updating. 

 



Database Navigation  

Customer Services Menu  
 
Click this button on any screen to view the Customer Services Menu 
 
 

 
 
This has been designed to allow you to easily find information and print reports.  
 
The Search and View section allows you to quickly find, View and then amend or delete data. The 
two other sections relate to reports that you may want to run.  
 
 

 
 
 

This is the 

data that can 
be found 

This is the list 
of choices 

This means 

just show the 
item chosen 

This means 

show all items 



Routes  
 
To find a specific route the list can be dropped down (Keystroke F4) or you can just start typing 
the Route Code (this is an unique code to every route) of the route into the box and it will try to 
match it.  
 

 
  
When you have selected the route that you want, press the Magnifying Glass button to view the 
Route Details. 
 
The following form will be displayed:  
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Navigating the Customer Services Menu  
 
The main menu has been designed to allow instant access to all key data. 

Select a passenger and 
see all routes that 
passenger goes on 

Custom 
Menus & 
Toolbars  

When the route is shown 
here ï one click to view 

the full route details  

Reminders  

Report  
 

Notes and 
reminders for 

staff in the 
office 

 

Quick 
Search 

and find 
on all key 

data  

For a full analysis of 
live and completed 

routes for a 
passenger ï click the 

blue text  
SEE NEXT PAGE 

 

Click the 

blue text 
to open 
the form 

and 
display all 
records  

Choose what 
reminders to 

display  
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Passengers and Routes  
 
Choose a passenger to see all live, upcoming and completed routes for this passenger 
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Back to school procedures  
 
It is possible to print back to school letters for parents and guardians from her. Also new term dates can be managed from th is button 
 

 
 
 
 
 
 
 
 
 

Choose a school term and all venues that have term 
dates will be shown here 

These are the venues that do not 
have dates and could cause you 

problems 

Click here to 
create new open 

dates 

A list of Avery 
label sizes 
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Timeline Menu    
 
 

 
 
 
The Timeline menu allows you to use a diary-based system to see all activities during any day. 
 
Select a day and all routes, passengers, drivers etc. will be displayed. There are quick links, which will allow you to pop up more information and easily 
change drivers or vehicles for any day. 
 
The system allows you to view the current or any other day by simply choosing the date you wish to view at the top of the screen.  
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Navigating the Timeline Screen  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the type of 
information to view  

Click to change 
Driver or Vehicle 

Click to remove 
Passenger for this day 

Click blue text  to 
view full details 

Click to display a 
different day  

Click to view the 
Diary/Schedule 
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Navigating the Timeline Screen  (contôd) 
 
 
 
 
 
 
 
 
 
 
 

Click to cancel this 
route and all 

passengers on this 
route - for this day 

Cancellations for that 
day will be shown at 

the bottom of the 
screen 

Click to display a 
different day  

Click to view the 
Diary/Schedule 

Using The Calendar Control  
 

Click the month name to show all months 
 

Click Year to show all years 

Right Click to ñGo To Todayò 
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Dial a Ride  Jobs   
 
This form should be used for Dial a Ride ï eg One Off, possibly with multiple pick up and drop offôs on the route. 
 
General  
 
 

Enter a detailed job description here 

Pick up can be home 
address or any other 

location 

Pick up time Drop off address Drop 
off 

time 

You cannot pick people up 
unless they have been 
created as passengers 
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Travel Dates  
 
When setting up which dates the job travels on the following form wi ll be displayed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use the following tabs for days that the route doesnôt run              
 

Select the 
Frequency of 

the route  

These are the 
Weekly options 
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Diary -  Drivers  View  

These are runs that have 
been booked 

Hours/Times of the runs 

Display 
by drivers 

or 
vehicles 

Choose the date to view 

Dbl-Click the start time to 
create a new trip  This is the driver or vehicle 

conflicts for today 

Choose a pick up 
location and time ï the 
system will show you 
the closest vehicles , 

distance, journey time 
and occupancy  
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Vehicle View  
 

 
 

Display jobs by vehicle 

Bubble popup 
shows trip details 
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Creating a trip & adding s tops  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 

Enter trip details 

Add Passengers and pick ups. 
 

This box will be displayed 



Page 25  of 103  

 
Invoicing  
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Navigating the SLA Form   
 
 
 Show Main Menu 

Dbl Click labels to 
Search  

Click to View 
the Venue 

Details 

Cancel days 
for this 
person  

View Days  
this person 

travels 

Printing  
Route Maps 

Click to View 
the Passenger 

Details 

A blank line is 
for new 

Passengers 

Passengers can travel 
AM, PM or both. 

As standard all data is 
locked 

Switch between Pick 
Up times or sequence 

You can view 
the routes for 

different 
dates 

Shows the 
user who last 
changed the 

data 

As standard all data is locked ï 
you must unlock the data to be 

able to amend and add new  
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Understanding Pick Up Sequence  
 
Each route can have many passengers being picked up. The sequence field is used to show the sequence 
in which passengers are picked up. It is assumed that if a passenger is picked up first they will be dropped 
off last on the return journey.  
 
Here is an example: 
 

  
 
 
 
 
 
The sequence is very important as the route-mapping program also uses it to map the route.  
 
 

 
 
 
 

Pick Up 
Sequence 

Drop off 
Sequence 

Using MapPoint it is 
possible to optimise 
stops, plan waiting 

times, calculate 
journey times, cost 

trips and print maps.  


























































































































































