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1. COMPANY - COMPANY (CVO) LOGIN TO SYSTEM

1.1 Introduction

To log into account, proceed to https://prearranged.torontopearson.com Web Based Account to activate
Toronto Pearson Pre-Arranged Online Services. Utilizing the Log in function is available to existing
account holders. A Company may be established by select <Create a Company Account>.

1.1.1 AUTHENTICATION

e English | Frangais
Al

Taronte Pearson
PR E-ARRANSGED

ervices

Welcome Log I to cortinue
User Name:
Laog in
Password/PIN

Don't have an account? Log in Login By Azure AD

Create Driver Account
or

Create Comparny Account

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

Enter Username and password. Press <Log In> to activate.

English | Frangais

AN

Toronto Pearson

PRE-ARRANGED
Services

Log in to continue

User Name
username
Password/PIN

Log in Login By Azure AD

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

)
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2. COMPANY - COMPANY (CVO) REGISTRATION WITH PRE-ARRANGED
SYSTEM

2.1 Introduction

The initial setting up of the Company account can be done on-line and once reviewed and
approved, the Dispatcher can activate the account. Otherwise Toronto Pearson Pre-Arranged
Services may contact CVO for additional documentation and information.

2.1.1 WEBSITE

User must go to website https://prearranged.torontopearson.com/ to log into Toronto Pearson

Prearranged System. Upon arrival User will have two options, Sign IN or Create a new
Company.

English | Frangais
nto Pears

PRE-ARI

Welcome

Login

Don't have an account?
Create Driver Account

or

Create Company Account

About Us | Contact Us
Designed and Developed by Resertrac Inc.
ReserTra@

If you are creating a new company, then, click on “Create Company Account”, then enter in the
require fields. It is important that the email and company name are correct as this will be the way
to access the prearranged system. A unique Username must be entered and a temporary
password will be sent to this email address. Once complete, press the, <Proceed> button.

P English | Frangais
A

Toronto Pearson
PRE-ARRANGED
Services

Company Registration

User Name

CompanyUsemame

Company Name:

Campany Mame

Email Address

company@hotrail com

o=

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTia@

A confirmation in red as shown below will indicate that an activation link was sent to the email
address. Log onto the email to verify User email address.

)
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English | Frangais

Toronto Pearson

PRE-ARRANGED
Services

Company Registration

I The activation link was sent to your email address I

User Name:

Compary Name:

Email Address

Register

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTraa

2.1.2 AUTHENTICATION

An email from the Pre-Arranged System will require User to open the email <Please verify User
email Address> and click on the link to verify User email address associated with User account.

Email verification for Toronto Pearson Pre-Arranged Services inbox x

no-reply-prearranged@resertrac.com via sendgrid.softlayer.com Dec 11 (3 days ago) L)
tome |+

N
Toronto Pearson

PRE-ARRANGED

Services
Hello,
Please verify your email address by clicking here.
Thank you,

Toronto Pearson Pre-Arranged Services

Please note that this is an automated and unmonitored email, please do not reply.

u |

5]

The system screen will be opened indicating that a temporary PIN has been sent to User email.
Use User username and temporary password to gain access to the Pre-Arranged System.

p—
N
Toronto Pearson
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~ . .
2 Home About Contact Us  English | Francais
.7] \

Toronto Pearson

PRE-ARRANGED

Services

Temporary PIN has been sent to your email address. Please use your user name and temporary PIN to log into your
account and set your own password or PIN.

Login

Designed and Developed by Resertrac Inc.
ReserTra@

The system will send an email to the email on file as shown below.

Your temporary PIN code  inbox  x

n ]
5]

no-reply-prearranged@resertrac.com via sendgrid.softlayer.com Dec 11 (3 days ago) L v
tome [~

7.—-’
N
Toronto Pearson

PRE-ARRANGED

Services
Hello,

Your temporary PIN code is 7454
PIN code is valid up to 24 hours from the time you have received this email.

Thank you,
Toronto Pearson Pre-Arranged Services

Please note that this is an automated and unmonitored email, please do not reply

2.1.3 LOGIN TO ACCOUNT

Once an account has been established, as previously described in this manual, press on the
<Log in> button.

)
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.-:-,::\ﬁ Home About Contact Us  English | Frangais
7

Toronto Pearson

PRE-ARRANGED

Services

Welcome

Don't have an account?
Create Driver Account
[Bsiainsaiacsb bbbl
or

Create Company Account
e

Designed and Developed by Resertrac Inc.
ReserTro@

Enter username from the initial account setup and the temporary PIN from the email, if this is the
user’s first time logging on to User account. If it is not User first time, use the PIN number that is
associated with User account. Once entered press <Log In>.

Home About ContactUs  English | Frangais

Toronto Pearson

PRE-ARRANSGED

ervices

Log in to continue

Designed and Developed by Rasertiac I

User Name:
company31 / Isubject:  Your PIN code
From: glaapard@gmail com
Password/PIN: Date: Sun, Septomber 18, 2016 5:28 am

To: test32@resertrac.com

Priority:  Normal
Login options:  view Ful Headar | View Printabia Versian | Downioad this as & 180 | Add 1o Asdress Bock: | View Massage Detais | View as plain taxt
[ Your PIN cods is 3311 |

Designed and Developed by Resertrac Inc.
ReserTo@

2.1.4 SETTING PIN

When login for the first time, a Change PIN screen will be displayed. Enter the temporary PIN
and User new PIN. Don’t forget to Retype PIN which must match exactly with the New PIN box.
This eliminates errors due to incorrect key strokes. Press the <Submit> button to proceed.

)
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English | Frangais

Toronto Pearson
PRE-ARRANGED
Services

USEROVICH Sign Out

DASHBOARD
- ICDmpamEﬁ companyvich - Change FINI
© BOOKINGS

B DRIVERS Current PIN

& VEHICLES 3311
B COMPANIES e PIN;
NewPass123
4-digit numboer
Retype PIN,
NewPass123

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

If User PIN has been accepted, User will be presented with the company profile page and above
the page in red will state “PIN changed successfully”.

English | Frangais

Services

USEROVICH Sign Out

DASHBOARD
L Companies : comparyyich | Change PIN

© BOOKINGS
| PIN/password changed successtully, |

& DRIVERS Current PIN:
& VEHICLES
H COMPANIES

Hew PIN:

4-dligt number

Retype PIN

Submit | Close

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTrae

2.1.5 ADDING COMPANY INFORMATION - FIRST TIME

It is important to update all information in the company profile. This will provide and be required
by the Dispatcher before activating User prearranged privileges. The dispatcher will compare the
information entered with the Company Documents that must be presented in person (or uploaded
online) at the Dispatch Centre. The dispatcher will check the documents if he/she finds anything
out of ordinary he/she will contact the company for an explanation. If the dispatcher was not
satisfied with the answer, he/she will deactivate the company account until he has received all
necessary documents. Once User are ready, Press <Edit>.

)
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AR English | Frangais

PRE-ARRANGED .
Services USEROVICH Sign Out

& DASHEOARD Companies And to Account
© BOOKINGS
& DRIVERS
& VEHICLES
B COMPANIES

Companies  comparyvich - Company Profile

User Name: USERCMCH
companyvich
companyvich@mail com
111122223333

1 Mulholiand Drive

Toronto
Ontario
Canatda
MSR1Z1
4166669999

Company Registration Form Espry Date

Aftach Driver Reglstration Form:

Driver Registration Form Expiry Diate

Aftach Ven(cle Registration Form

VEnicle Registration Form Expiry Date

Attach Other Registration Form -

Other Registration Form Expiry Datz

“Language English

Account Balance $0.00

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTioc

Enter all information into the available tabs and the check box acknowledging Acceptance of the
terms and conditions.

English | Frangais

USEROVICH Sign Out

# DASHEOARD Companies Add to Account
@ BOOKINGS
& DRIVERS

Icnmpamas companyvich | Company Prefile I
& VEHICLES

User Name USEROVICH
B COMPANIES Company Name comparyvich

) O JF&WH\E mail.com

s Nurmber 11122223333

55 Line 1 1 Mulholland O

Andress Line 2
*Clty Toront
Province/State;

=

* PostalZip Code:

* Phone Humber 2166659990
Altermate Phone
Fax Number

Contact Name [

ntemet Address:

Aftach Company Registration Form B e
Camparny Registration Form Expiry Date =

Attach Driver Registration Form ey

Driver Registration Form Expiry Date =

Aftach Vehicle Registration Form Ch T,

Vehicle Registration Form Expiry Date: =%

Attach Dther Registration Farm: e

Other Registration Form Expiry Date, =%

* Language |:'> Englizh e
Account B: CE $000

Terms and Conditions (& Toronto_Pearson_Pre-

Arranged_Service_Terms_and_Conditions.pdf
¢ > [accept terms and condibions

About Us | Contact Us
Designed and D f by Resertrac Inc

Once complete, take User documents to the Dispatch Centre for verification and final activation
by the Dispatcher, if documents were not uploaded online.

)
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2.1.6 AUTOMATED SYSTEM PROCESS

Once the Dispatcher activates User account an email will be generated and sent to the email on
file as shown below.

3. COMPANY - MANAGE COMPANY VEHICLES ONLINE

3.1 Introduction

It is important for dispatch purposes, that a current log of vehicles authorized for passenger
pickup related to a company is maintained to all Drivers to access the vehicles.

3.1.1 ADD COMPANY VEHICLES TO ACCOUNT

Access company vehicles through Vehicles menu on the left hand side. Choose and click
<Vehicles>. Located in the green frame below is a list of User current vehicles. To the right is
the <Register a new Vehicle>. Press this button to gain the new vehicle input screen.

PA S English | Frangais
L4
Toronto Pearson

PRE-ARRANGED
Services

USEROYICH Sign OQut

DASHBOARD N " - Reqister New Yehicle
o Companies | companyvich : Vehicles _

@ BOOKINGS

& DRIVERS Vehicles(0)

a VEH|CLES<=

B COMPANIES MIABCDEFGHIJKLMNOPQRSETUVWXYZ

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

Complete all fields in the Register a new Vehicle page. It is important to select the correct
Vehicle Type from the Drop down menu as this will apply to the correct fee schedule. Once all
information is complete, press the <Register> button to save and activate User vehicle.

p—
N
Toronto Pearson
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English | Frangais
Toronto P

PRE—AR“ﬁANSGgD

ervices

USEROVICH Sign Out

@ DASHEOARD Companies : companyvich - Register a new Vehicle

@ BOOKINGS

4 DRIVERS * License Plate No *Year
ABCD 123 19495

& VEHICLES

H COMPANIES * License Flate Province

* Insurance Company:

Ontarin - @ ING Company

= Vehicle Type

[-- Select Vehicle Type --]

“ Insurance Policy Mo
StretchLimao [r— Sedan

- 123456788
Minibus
Bus * Make: unicipal License:
LINCOLN Tarorita (if applicable)
Iodel
TOWNCAR

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

User will be returned to Company vehicle screen and User vehicle will be added to green
selection area below.

N

English | Frangais
on

Toronto Pe; >
PRE-ARRANSGED

ervices

USEROVICH Sign Out
@& DASHBOARD Vehicles Reqister a new “Wehicle
@ BOOKINGS

& DRIVERS

Vehicles(1)
& VEHICLES

H COMPANIES
ABMI/ABCDEFGHIJKLMNOPOQAORSTUY WXYZ

License Plate Humber Type Make Year Model Inactive

RICH 007 Stretchlima Ferrari 1968 250 GTO

About Us | Contact Us
Designed and Developed by Resertrac Inc.
ReserTraa

3.1.2 REMOVING LINKED VEHICLES

Removing a company vehicle is very similar to adding a new vehicle. Locate the vehicle on the
Company Vehicle Screen and click on the actual License Plate number.

p—
N
Toronto Pearson
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s
Al
Toronto Pearson

English | Frangais
PRE-ARRANGED
Services

USEROVICH Sign Qut
& DASHBOARD Vehicles Register a new Yehicle
@ BOOKINGS

DRIVERS
. Vehicles{1]
a VEHICLES¢

H COMPANIES

AI/ABCDEFGHIJKLMNOPQRSTUVYWIXYZ

License Plate Number Type Make Year Model

RICH 007 StretchlLimo Ferrari 1969

Inactive

250 GTQ

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

On the right hand side of User screen provides two separate functions. Deactivate which
temporary deactivates this vehicle which cannot be used by the drivers or <Delete> which
removes the vehicles on a permanent basis. Press the <Delete> button to delete the vehicle.

Teronto

English | Frangais
o Pearson
PRE-ARRANGED )
Services

USEROVICH Sign Qut
& DASHEOARD

Vehicle Profile

© BOOKINGS .

* License Plate No RICH 007 BiEE iR
& DRIVERS * License Flate Pravince: Ontario

Delete

& VEHICLES " wehicle Type. Stretehlimo
H COMPANIES * ake: Ferrari

Model: 250 GTO

T YEAr 1969

*Insurance Company: INC Company

T Insurance Policy Mo 11119993

Municipal License Mississauga

Edit
<

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

A confirmation message will appear, once clicking <OK> the vehicle will be permanently deleted

D0 You wari 1 delete s vehicle?

canel

e

4\

Toronto Pearson
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User will be returned to the Company vehicle list and the vehicle User delete will have been
removed from the list.

Al

English | Frangais
Toronto Pearson

PRE-ARRANSGED

ervices

USEROVICH Sign Out
& DASHBOARD

. " E Register New ‘vehicle
Companies : companyvich : Vehicles
© BOOKINGS

& DRIVERS Vehicles(0)
& VEHICLES

B COMPANIES AMIABCDEFGHIJKLMNOPQRSTUYWXYZ

About Us | Contact Us
Designed and Developed by Resertrac Inc.
ReserTrac

3.1.3 UPDATE VEHICLE INFORMATION

Updating vehicle information is extremely important, including insurance information, in
accordance with the Toronto Pearson Pre-Arranged Services terms and conditions. To update

vehicle information, click, <Vehicles> from the left-hand menu and locate the vehicle in the list.
Click on the actual License Plate Number to view the vehicle information.

PAN English | Frangais
4D ¢
Toronto Pearson

PRE-ARRANSE'.PE‘Ps

USEROVICH Sign Out

DASHBOARD
e Companies : companyvich : Vehicles

Register New Vehicle
© BOOKINGS
& DRIVERS Vehicles({1)
QVEHICLES<=
H COMPANIES AI/ABCDEFGHIJKLMNOPQRSTUVWXYZ
License Plate Number Type Make Year Model Inactive
ABCD 777 Sedan Ford 2003 Fiesta

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

p—
N
Toronto Pearson
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Press the <Edit> button below the vehicle information to allow access to the vehicle information.

Al

Toronto Pearson

PRE-ARRANGED

Services

English | Frangais

& DASHBOARD Vehicle Profile

USEROYICH Sign Out

© BOOKINGS

* License Plate No: ABCD 777 Deactivate
& DRIVERS * License Plate Province: antario

Delete

& VEHICLES “\ehicle Type Sedan
H COMPANIES [ EE o

Maclel: Fiesta

*ear. 2003

~Insurance Comparny: INC Company

*Insurance Policy No: IRRREEEE

Municipal License

<

About Us | Centact Us
Designed and Developed by Resertrac Inc
ReserTioe

Update all applicable information and press <Submit>. Note: License Plate No cannot be
changed. Any changes to license plate would be considered a new vehicle. If an error has
occurred in the license plate entry, vehicle shall be deleted.

English | Frangais
Toronto Pears:

PRE-ARRANGED
Services

USEROYICH Sign Out

@ DABHEOARD Vehicle Profile
@ BOOKINGS o
License Plate Mo ABCD 7TT Deactivate

& DRIVERS

* License Plate Province: Ontario - Delete
& VEHICLES

= wehicle Type: Sedan ~
H COMPANIES

~ Make Ford

odel Fiesta

*Year, 2003

T Insurance Comparny: INGC Company

*Insurance Policy Mo 11119999

Municipal License:

tif applicable)

E>| Submitl Cancel

<

About Us | Contact Us
Deslgned and Developed by Resertrac Inc
ReserTro@

3.1.4 AUTOMATED SYSTEM PROCESS

The system will generate an email to the email address on the Company profile regarding any
changes to vehicles status as shown below.

p—
N
Toronto Pearson
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Current Folder: INBOX

INBOX v Move

From —
[0 gtaapard@gmail.com
[ gtaapard@gmail.com

[ gtaapard@gmail.com

Forward

Received &
Sat, 5:38 pm
Sat, 5:32 pm

Sat, 5:32 pm

ABUDSNE O,
Flag Unflag Read Unread Delete
Subject —
Vehicle Removed on Sep 17 2016, 20:39
Vehicle Added on Sep 17 2016, 20:33

Vehicle Added on Sep 17 2016, 20:32 <=

Thank you,

Subject: Vehicle Added on Sep 17 2016, 20:32

From: gtaapard@gmail.com

Date: Sat, September 17, 2016 5:32 pm

To: test18@resertrac.com

Priority: Normal

Options: View Full Header | View Printable Version | Download this as a file | Add to Address Book | View Message Details | View as plain text
Hello,

The following vehicle "LINCOLN TOWNCAR (ABC126)" has been added to your profile.
Toronto Pearson Pre-Arranged Services

Please note that this is an automated and unmonitored email, please do not reply.

4. COMPANY - MANAGE LIST OF DRIVERS ONLINE

4.1 Introduction

Managing company drivers are extremely important as no driver will be able to book under the
Company Name until added to the list of approved drivers. Once drivers have been added to
User account, they can process pickups, select vehicles from the company and pay from
company account or drivers account.

4.1.1 ADDING NEW DRIVER

Prior to adding a new driver to the account, it is imperative that User search to determine if a
driver is currently active in the system. See section describing Adding an existing driver. This can
be used as a search area.

Click on the <Drivers> selection from the left-hand menu. A list of Company drivers will be

displayed. To add a new driver to the system, press <Register a New Driver> located on the right
side of User screen.

)
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Z English | Frahgais
Al

Toronto Pearson

PRE-ARRANGED

Services

USEROVICH Sign Out

@& DASHBOARD Drivers Register a New Driver I

@ BOOKINGS Add Existing Drivers

& DRIVERS <::I

& VEHICLES Drivers(0)

@ COMPANIES Filter Al ~

AI/ABCDEFGHIJKLMNOPQRSTUYWXYZ
<

About Us | Contact Us
Designed and Developed by Resertrac Inc.
ReserTiaa

This should be done in conjunction with User driver. A Unique Username must be created and
provided to the driver in order to receive permits. Ensure all information is entered into the
available tabs. User must select <Accept the terms and conditions> in order to proceed. A copy
of the Toronto Pearson Pre-Arranged Services terms and conditions are available above the
accepting the terms checkbox. Once complete click <Register>. Note: A copy of the driver's
license is required in electronic form. When User click <Choose File>, standard windows attach
file will be displayed.

A . -
English | Frangais
Wl

Teronto Pears:

PRE-ARRANGED ,
Services USEROVICH Sign Out

@ DASHBOARD Companies - companyvich - Driver Registration

© BOOKINGS
2 DRIVERS * User Name Province/State af Issue
Userklamea007 Ontario
& VEHICLES
[ COMPANIES * First Name Altach Driver's License
Firsthlame 37 2 PNG
* Last Name: Mabile Mo
LastName B4TEATEATE
* Email:

* MNotification Type
nismo_s14@hotmail.com

Email ~
Driver's License * Language:
5123634564644
English v

* License Expiry Date )
GTAA Terms & Conditions

Teronto_Pearson_Pre-

Arranged Service Terms an«_Conditions.pdf
E> ||:Eept Terms and Cundmnnsl

WYYV 2020 MM 01 DD: o1

e
(==

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTrae

4.1.2 ATTACH DRIVERS LICENSE

It is important that a copy of the driver’s license is attached to the file. The Dispatcher will require
this document in order to activate the Drivers Account. Failure to add this file will result in the

)

Toronto Pearson
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driver not being able to access the prearranged system. Attach the file as described in Add new
Driver section of this manual.

123 ANY STREET

TORONTO, ON, MOM OMO

s D6101 - 40706 - 60905 |

s 2009/04/23 woror  2014/04123

“MZ2043307  wwcrmaut 178 cm

D6101-40706-80905
266/09/05

4.1.3 ADDING EXISTING DRIVER

Click on the <Drivers> selection from the left-hand menu. A list of Company drivers will be

displayed. To add an existing driver to User Company, press <Add Existing Drivers> located on
the right side of User screen.

English | Frangais
Toronto

PRE-ARRANGED
Services

USEROVICH Sign Out

@& DASHBOARD

Drivers Register a Nesw Driver
© BOOKINGS Add Existing Drivers
& DRIVERS
& VEHICLES Drivers(1)

H COMPANIES Filter &l -

AMI/ABCDEFGHIJKLMNOPQRSTUYWXYZ

Name Status

FirstName LastName Active Create Booking Register New Vehicle Remove from Company

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTroa

Search and locate the driver. Opposite of the driver will be an <Assign to Company> button.
Press this button to link this driver to User Company.

)
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English | Frangais

Toronto P

PRE-ARRANGED _
Services USEROYICH Sign Out

DASHBOARD
- ICnmpanies : companyvich | Assign Existing Driver I

© BOOKINGS

& DRIVERS Drivers(94)

& VEHICLES Filter Al v
B COMPANIES

AI/ABCDEFCGHIJKLMNOPQORSTUVWXY?Z

Hame Status

Cullitons3 Account Test Active Assign to Company

MY Agusta Active Assign to Company

Shamsuddin Ahmed Active Assign to Company

4.1.4 REMOVING DRIVER FROM ACCOUNT
Click on the <Drivers> selection from the left-hand menu. A list of Company drivers will be

displayed. To remove the driver, click on the <Remove from Company> button adjacent to the
driver's name.

English

Toronto Pearson =
PRE-ARRANGED Driver Q

USEROVICH Sign Out

DASHEOARD
- I Companies : companyvich : Assign Existing Driver I

© BOOKINGS
& DRIVERS Drivers{94)
& VEHICLES Filter Al ~

B COMPANIES

AI/ABCDEFGHIJKLMNOPQRSTUYWXYZ

Hame Status

Cullitons3 Account Test Active Assign to Company
MY Agusta Active RemoveFromCompany
Shamsuddin Ahmed Active Assign to Company

4.1.5 AUTOMATED SYSTEM PROCESS

The system will generate an email to both the Company and Driver email on account as shown
below.
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Current Folder: INBOX AEBD0DS5RE O L
INBOX v Move Forward Flag Unflag Read Unread Delete
From — Received & Subject — @
[0 gtaapard@gmail.com 5:12 am . Driver has been removed from the company
[0 gtaapard@gmail.com 5:07 am . Driver has been added to the company

5. COMPANY - ADDING VALUE TO PREPAID ACCOUNT ONLINE

5.1 Introduction

To add funds to the Company Account can be done at the Dispatch office by methods of Cash,
Debit or Credit Cards. Companies can also add funds online by credit card which is the
recommended method.

5.1.1 ADDING VALUE TO ACCOUNT

To initiate the online value to User account, click <Companies> from the left-hand menu revealing
User current balance and the <Add to Account> button on the right portion of the screen. Press
to initiate.

English | Frangais

A

Toron! n
PRE-ARRANGED
Services

USEROVICH Sign Out

@& DASHBOARD Companies Add to Account

© BOOKINGS
& DRIVERS
Companies : companyvich : Company Prefile
& VEHICLES
User Name USEROWICH
L COMPAN'E@ Company Name: comparnyvich
= Email campanyvich@mal com
* Business Mumber. 111122223333
* Address Line 1 1 Mulholland Drive
Address Line 2
*City: Toronto
ProvincerState: Ontario
Country: Canada
* Postal/Zip Code: M3R1Z1

* Phane Nurmber. 4166669998
Alternate Phane: |

Fax Number:

Contact Name:

Internet Address

Aftach Company Registration Form

Cormpany Registration Form Expiry Date

Attach Driver Registration Form:
Driver Registration Form Expiry Date

Aftach Yehicle Registration Farm:
\ehicle Registration Form Expiry Date:

Altach Other Regjstration Form;
Other Registration Formn Expiry Date:

Language English
I Account Balance $0.00 I

Edit  Change PIN

About Us | Contact Us
Designed and Developed by Resertrac Inc.
ReserTra@

Enter the amount User wish to add to the Company account.
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Companies | companyvich | Account Details

companyvich
Balance: $0.00

Online

T AmOUNt: § continue

5.1.2 NEW BALANCE

Enter in Amount and press Continue.

Companies : companyyich | Account Details

companyvich
Balance: $0.00

Online

“Amout 311 :

Enter in credit card information and Press <Complete>.

‘l% English | Frangais
#\
Toronto Pearson

PRE-ARRANGED
Services

USEROYICH Sign Qut

& DASHEOARD Global Transport Secure Form

@ BOOKINGS
Iame on Card
& DRIVERS Test User
& VEHICLES Amount
CAD $0.11
H COMPANIES ?

Credit Card Mumber

4003000123456781

CVC Mumber

Expiration Date
ELTER
coce

Back to Account

About Us | Contact Us
Designed and Developed by Resertrac Inc.
ReserTra@

Once approved, the Account Balance will be displayed once “Back to Account” button is clicked and Type
of Transaction will be displayed as shown below.

English | Francais

PRE-ARRANGED
Services

USEROVICH Sign Out

DASHBOARD
- Companies - compartyvich : Account Details

© Boorines $0.11 was successfully added (o the account
& DRIVERS companyvich

& VEHICLES Balance: $0.11

H COMPANIES i

Online
TAmount. ¢ Continue
Type Date In out
I Card 12/13/2016 9:16:46 PM on I

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTroa
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5.1.3 AUTOMATED SYSTEM PROCESS

System will send email to user about change to prepaid account balance (Electronic Receipt).

6. COMPANY - CREATES NEW SINGLE OR MULTIPLE BOOKINGS

6.1 Introduction

Prior to creating a prearranged booking, drivers and vehicles must be linked to the company and
have sufficient funds. Once this is done, the Company may create a permit online.

6.1.1 ACTIVATING BOOKING FORM

To create a booking/permit, proceed to <Bookings> and click the <Create a Booking> on the right
side of the form.

A English | Frangais
Al ¢

¥ A
Toronto Pearson

PRE-ARRANGED )
Services USEROYICH Sign Qut

& DASHBOARD

) EooK|N05<=

& DRIVERS

Bookings Create a Booking

& VEHICLES
Passenger Name

B COMPANIES
Driver's Name:
Flight No.

Permit No.:

Search

Bookings List o v

Select the linked driver that will be performing the pickup and click <Create Booking>.
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. English | Frangais
Toronto Pearson

PRE-ARRANSGED

envices

USEROYICH Sign Out

& DASHBOARD

© BOOKINGS Drivers(2)

& DRIVERS

& VEHICLES MIABCDEFGHIJKLMNOPAORSTUVWXYZ
B COMPANIES Mama

Status

MY Agusta Active Create Booking

FirstName LastName Active Create Booking

About Us | Contact Us
Designed and Developed by Resertrac Inc.
ReserTraa

The Create Booking form will appear, all fields are mandatory except for flight numbers and must
be entered. Many fields will be pre-populated based on Driver selected, Payment Options and
Vehicles that have been linked to User Company or Driver. Once all fields have been populated;
click the checkbox adjacent to “Accept the terms and conditions”. GTAA Prearranged Terms and

Conditions are available on the link above. Press <Proceed to Book>" which will then provide an
overview of the booking.

A

English | Frangais
Toronto Pearson

PRE-ARRANGED

Services

USEROVICH Sign Out

DASHEOARD
- Create Booking

© BOOKINGS
& DRIVERS Driver's Name:
MY Agusta
& VEHICLES
B COMPANIES " Payment Option * Terminal
Driver Account ~ $50.11 Terminal 2 v
I vehicle

Flight Mumber.
ABCD 777 Sedan Ford 535
F Passenger First Name * Scheduled date and time of arrival

Prived 121302016 | Fy 0955 PM v

F Passenger Last Marme:

Midved Toronto_Pearson_Pre-
Arranged Service Terms_and_Conditions.pdf
| Accept Terms and Cund\tiunal

| Proceed to Book | Cancel

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

Once all information is correct, proceed with <Agree and Book>.
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USEROVICH Sign Out

English | Frangais

Create Booking

@ BOOKINGS

& DRIVERS Driver's Mame
MY Agusta

& VEHICLES

H COMPANIES * Payment Option

Driver Account $50.11

* Comparty’

companyvich

*ehicle:
ABCD 777 Sedan Ford

* Passenger First Name:
Prived

* Passenger Last Name:
Midved

Agree and book || Back

* Terminal:
Terminal 3

Flight Mumber:
555

* Scheduled date and time of arrival:
Dec 13 2016, 21:55

Total Amount.

$0.00

About Us | Contact Us

ReserTra@

Designed and Developed by Resertrac Inc.

The permit and bookings will appear under the Bookings List.

Toronto Pears: -lF
PRE-ARRANGED

4 DASHBOARD Bookings
@ BOOKINGS

& DRIVERS

& VEHICLES

B COMPANIES Passenger Name

Driver's Mame:

USEROVICH Sign Out

Create a Booking

Flight o :
Permit No.:
Search
Bookings List “remm -
Permit No. Driver Plate Passenger Name Terminal Arrival Time
F5CWH MY Agusta ABCD 777 Prived Midved Terminal 3 21:55 Details

English | Frangais

6.1.2 PAYMENT OPTIONS

On-line payment can only be done from existing accounts. Under payment options, will be any
Drivers Account and Associated Company Account. Choose the applicable payment option.

Note: Available funds are shown once selection is made.
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A
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@& DASHBOARD

Create Booking

[-- Select payment aption --]
companyvich Account

* Passenger First Name;

* Passenger Last Name:

Prearranged, TorontoPearson.com User Guide- Company

USEROVICH Sign Out

@ BOOKINGS
& DRIVERS Driver's Narme
Firsthame LastName
& VEHICLES
B COMPANIES * Payment Option * Terminal
[-- Select payment option -] ~ [-- Select Terminal -] ~

Flight Number

*Scheduled date and time of arrival:

12132016 | Fz 10000 Py (v

Toronto_Pearson_Pre-
Arranged_Service_Terms_and_Conditions.pdf
[ #ccept Terms and Conditions

Proceed to Book Cancel

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTrae

English | Frangais

Once <Proceed to Book> a confirmation screen will identify the account being used and the
amount for pickup that will be applied based on vehicle type.

=

Toronto Pe

PRE-ARRANGED

Services

& DASHBOARD

USEROVICH Sign Qut

English | Frangais

Create Booking

ABCD 777 Sedan Ford

@ BOOKINGS
& DRIVERS Driver's Name
bt Agusta
& VEHICLES
B COMPANIES |© Payment Option * Terminal
Driver Account $50.11 Terminal 1
* Compary’ Flight Number:
companyvich 454
*vehicle * Scheduled date and time of arrival

Dec 13 2016, 22:02

* Passenger First Name:

Mike
Total Amount:
* Passenger Last Name: 30,00
Abramovich

Agree and book | Back

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTroa

6.1.3 VEHICLE IDENTIFICATION

Vehicles associated to the Driver Account or Company Account will be displayed for selection.
Choose the appropriate vehicle that the Driver will utilize for the prearranged pickup.
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= English | Frangais
Al :

Toronto P

PRE—ARﬁANSGgD

ervices

USEROQVICH Sign Qut

& DASHBOARD Create Booking

@ BOOKINGS
& DRIVERS Driver's Name
MY Agusta
& VEHICLES
B COMPANIES ™ Payment Option = Terminal
Driver Account ~| $50.11 [-- Select Terminal -] ~
*ehicle: Flight Mumber:

WKYG 123 SedanHonda || Driver Vehicle
*Scheduled date and time of arrival

Company Vehicle 121372018 By 1005 PW |

~ Passenger Last Name

Toronte_Pearson_Pre-
Arranged_Service_Terms_and_Cenditions.pdf
[ Accept Terms and Conditions

Proceed to Book Cancel

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTriae

6.1.4 PERMIT GENERATED

Once confirmation has been received, funds debited from the appropriate account, permit is
generated and displayed under bookings.

English | Frangais
Toronto P W~
PRE-ARRANSGI_ED

ervices

USEROVICH Sign Out

@& DASHBOARD

Bookings Create a Booking
@ BOOKINGS
& DRIVERS
& VEHICLES
B COMPANIES Passenger Mame:

Driver's Name:

Flight No
Permit Mo.

Search

R . U o

Bookings List “reomm

Permit No. Driver Plate Passenger Name Terminal Arrival Time

FSCH MV Agusta ABCD 777 Prived Midved Terminal 3 21:55 Details
JATLE MY Agusta ABCD 777 Mike Abramovich Terminal 1 22:02 Details

6.1.5 EMAIL NOTIFICATIONS

Email notification will be sent to the Company email account and Drivers account. Below are
examples of the emails.
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Date: Sun, September 18, 2016 10:49 am
To: test18@resertrac.com
Priority: Normal

View Full Header | View Printable Version | Download this as a file | View Unsafe Images | Add to Address Book | View Message Details |
View as plain text

AWNVY

Hello Company18,
A booking was registered on Sep 18 2016, 13:49 for driver "Driver09First Driver09Last" on your account with the following
permit code: 4WNVV.

Options:

Click here if the barcode is not displayed

Thank you,
Toronto Pearson Pre-Arranged Services

You are receiving this email because of your relationship with the Toronto Pearson Pre-Arranged Services (PARD) business.
This email is coming from an unmonitored alias, so please do not reply.

To: test9@resertrac.come==DRIVER ACCOUNT

Priority: Normal EMAIL NOTIFICATION SELECTED ON DRIVERS ACCOUNT
Options: View Full Header | View Printable Version | Download this as a file | View Unsafe Images | Add to Address Book | View Message Details |

View as plain text

AWNVV

A booking was registered on Sep 18 2016, 13:49 with permit no. 4WNVV.

Hello,

Click here if the barcode is not displayed

Thank you,
Toronto Pearson Pre-Arranged Services

Please note that this is an automated and unmonitored email, please do not reply.
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6.1.1 MULTIPLE BOOKINGS

Repeat steps 26.1.1 through 26.1.3 to create another booking.

7. COMPANY - CANCEL PERMIT

7.1 Introduction

Registered bookings may be cancelled on line within the specified time as selected by Toronto
Pearson Pre-Arranged Services. Currently it is within 15 minutes time period from the booking

permit pickup time and the associated permit fee will be refunded to the Pre-Arranged Driver or
CVO account.

7.1.1 LOCATING PERMIT

Select <Bookings> under the master window and locate the appropriate permit. Press <Details>
to view permit.

"':.':‘ilﬁ English | Frangais
7

¥
Toronto Pearson

PRE-ARRANGED
Services

USEROYICH Sign Out

@& DASHBOARD

@ 300K|N35<=

& DRIVERS

Bookings Create a Booking

& VEHICLES
E COMPANIES Passenger Name:

Driver's Mame

Flight No

Permit Mo .
Search

Bookings List "o v

Permit No. Driver Plate Passenger Name Terminal Arrival Time
FECWH MV Agusta ABCD 777 Prived Midved Terminal 3 21:55
JMATLE MV Agusta ABCD 777 Mike Abramovich Terminal 1 22:02 Details

7.1.2 CANCELLING A PERMIT

To cancel a permit press the <Cancel> button as shown in the example below.
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@ DASHBOARD

@ BOOKINGS
& DRIVERS Driver Information
& VEHICLES Driver's Name
H COMPANIES Paid From:
Total Amount
Compary:
wehicle:

Fassenger Informatian

Prearranged, TorontoPearson.com User Guide- Company

English |

USEROYICH Sign Out

Booking Details

Permit No.: JMTLE

MV Agusta
Driver Account

$0.00

companyvich

ABCD 777 Sedan Ford

First Name Mike
Last Mame: Abramovich
Terminal: Terminal 1
Flight No.: 454
Scheduled date and time of arrival: Dec 13 2016, 22:02
Ediit
Back

A confirmation will be displayed, press <OK> to Continue.

DO you want 10 cancel?

7.1.3 PAYMENT REFUND OPTIONS

Cancellations processed online can only be refunded to the Driver's or CVO Pre-Arranged
Account. Other options are presently not available. Click <Proceed> to continue.

English | Frangais

&
Toronto Pearson

PRE-ARRANGED

Services USEROVICH Sign Out
& DASHBOARD Booking Refund
© BOOKINGS For permit no. SACUT the amount of $0.00 will be refunded to
& DRIVERS @Account
& VEHICLES onine
B COMPANIES =

cee
About Us | Contact Us

Designed and Developed by Resertrac Inc
ReserTra@
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7.1.4 AUTOMATED SYSTEM NOTIFICATIONS

The system will generate an email indicating the permit has been cancelled.

Subject: Booking Permit Cancelled on Sep 18 2016, 14:48

From: gtaapard@gmail.com

Date: Sun, September 18, 2016 11:48 am
To: test31@resertrac.com

Priority: Normal

Options: View Full Header | View Printable Version | Download this as a file | Add to Address Book | View Message Details | View as plain text

Hello,
The booking permit no. 4XKPE that was paid from your account has been cancelled on Sep 18 2016, 14:48.

Thank you,
Toronto Pearson Pre-Arranged Services

8. COMPANY - PERMIT UPDATE

8.1 Introduction

It is important to ensure the pickup information is accurate for dispatch purposes and compliance.
8.1.1 UPDATING BOOKING INFORMATION

Locate permit by clicking on <Bookings> in the left-hand menu and viewing available permits from
the Booking List. Once located, click the <Details> button.
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English | Frangais

Toronto Pearson

PRE'ARRANSEAE‘E

USEROVICH Sigh Out

e B°°kings Create a EDDk\ﬂg
) 500K|N05<=

& DRIVERS

& VEHIGLES

H COMPANIES Passenger Name:

Driver's Name:

Flight Na.
Permit Mo :
Search
Bookings List o -
Permit No. Driver Plate Passenger Name Terminal Arrival Time
FSCWH MV Agusta ABCD 777 Prived Midved Terminal 3 21:55
JMTLD MV Agusta ABCD 777 Mike Abramovich Terminal 1 22:02 Details

The Booking Details form will be displayed. If it is the correct permit to update, press the <Edit>
button.

s English | Frangais

Toronto Pearson

PRE-ARRANGED ;
Services USEROVICH Sign Out

4 DASHEOARD

Booking Details

@ BOOKINGS
Permit Mo.. SACUT
& DRIVERS Driver Information
& YEHICLES Driver's Name MY Agusta
B COMPANIES Paid From Driver Account
Total Amount $0.00
compary: companyyich

Wehicle ABCD 777 Sedan Ford

cel

Passenger Information

First Mame: Petia

Last Mame: Petkin

Terminal Terminal 3

Flight No 454

Scheduled date and time of arrival: Dec 13 2016, 22:18
Back

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

Update the appropriate fields and press the <Save> button.
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English | Frangais

Toronto Pearson

PRE-ARRANGED )
Services USEROVICH Sign Out

& DASHBOARD

Booking Details

@ BOOKINGS
Fermit Mo.. SACUT

8] DRIVERS Driver Information
& YEHICLES Driver's Name MV Agusta
B COMPANIES Paid From: Driver Account

Total Amount: $0.00

carnpary. companyvich

“ehicle: ABCD 777 Sedan Ford

Fassenger Information

Cancel

First Name Petia

Last Mame: Petkin

Terminal Terminal 3

Flight Mo, 454

Scheduled date and time of arrival 12132018 e 10108 FW |~

:>| Save |Dun't5ave

Eack

About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@

8.1.2 AUTOMATED SYSTEM NOTIFICATIONS

The system will generate an email indicating the Permit information has been updated.

Current Folder: INBOX AEBEDSRNRE O L

INBOX v | | Move Forward Flag Unflag Read Unread Delete
From — Received & Subject — 2
[] gtaapard@gmail.com 12:01 pm Booking Permit update on Sep 18 2016, 15:02

[] gtaapard@gmail.com 11:53 am Booking Permit Registration on Sep 18 2016, 14:54

9. COMPANY - DASHBOARD

9.1 Introduction

The Dashboard is used to search for a booking or status of bookings that are delayed,
summoned and summoned without acknowledgement. Account Balance and any Notifications
will be available from the Dashboard.

9.1.1 LOCATING BOOKINGS

Bookings are visible under the Dashboard and the search field will allow for viewing actions on a
permit.
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English | Frangais

Toronto Pearson

PRE-ARRANGED ’
Services USEROVYICH Sign Out
# DASHBOARD =) Dashboard Notifications
O BOOKINGS
& DRIVERS Account Balance:$0.11
Permit No. Driver Plate Passenger Name Terminal Arrival Time
& YEHICLES
B COMPANIES FSCUWH MV Agusta ABCD 777 Prived Midved Terminal 3 “ Details
JMTLG MY Agusta ABCD 777 Mike Abramovich Terminal 1 22:02 Details
SACUT MV Agusta ABCD 777 Petia Petkin Terrninal 3 22:18 Details
Toronto Pearson
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