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1. DRIVER SELFREGISTRATION ONLINE

1.1 Introduction

Drivers performing prearranged pickups will be required to access the Pre-Arranged System.
The system is available online and drivers must create an account.

1.1.1 WEBSITE

To log into account, proceed to https://prearranged.torontopearson.com to activate Toronto
Pearson Pre-Arranged Online Services. Utilizing the Log in function is available to existing
account holders. A Driver may establish an account by selecting <Create Driver Account>. This
is only done during the initial setup of the account

1.1.2 REQUIRED INFORMATION

To activate the drivers account click <Create Driver Account>.

English | Frangais
Toronto Pe:

PRE—ARﬁANSGED

ervices

Welcome
Login

Don't have an account?
Create Driver Account
ar
Create Company Account
About Us | Contact Us

Designed and Developed by Resertrac Inc
ReserTroa

Drivers Registration form must be completed. A unigue username and email address must be
provided. Press <Register> when complete.

A English | Frangais
Al 5

TorontoPearson
PRE-ARRANGED
Services

Driver Registration

User Name:
First Narme:
Last Name:
Driver's License:

Ermail Address

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

Al

|
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An email will be sent from the system to the email address provided. User must proceed to email
address provided to verify User email before proceeding any further.

English | Frangais

Services

Driver Registration

I The activation link was sent to your email address I

User Name:

First Name:

Last Name

Driver's License;

Email Address:

Register

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

1.1.3 EMAIL VERIFICATION

Emai | wi || be sent to User email address provided.
provided to verify User account.

Current Folder: INBOX AL RNE © ~
INBOX N Move Forward Flag Unflag Read Unread Delete
From — Received & Subject —
[[] gtaapard@gmail.com 1:43 pm - Please verify your email address
« Forward |& Forward as Attachment | Reply | ¢l Reply All | Message List | Unread | g Delete a =
Subject: Please verify your email address
From: gtaapard@gmail.com
Date: Sun, September 18, 2016 1:44 pm
To: test33@resertrac.com
Priority: Normal
Options: View Full Header | View Printable Version | Download this as a file | Add to Address Book | View Message Details
Email Verification Message
http://pard.resertrac.com:80/default.aspx?pn=EmailVerificationam=Selfsacode=a 6525 cYkO3IXWBTcT6ElQauser=EwCbc

)
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The system will acknowledge User email verification and will send a temporary PIN to gain
access to User account.

rh‘ . =
Home About Contact Us  English | Francais
AN

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@

1.1.4SYSTEM TEMPORARY PIN

Temporary PIN will be email to the email address provided.

Current Folder: INBOX AEBLDSANE O P
INBOX v Move Forward Flag Unflag Read Unread Delete
From — Received & Subject —
[] gtaapard@gmail.com 1:46 pm  [= Your PIN code
[] gtaapard@gmail.com 1:46 pm |- Welcome to Toronto Pearson Pre-Arranged Services
[[] gtaapard@gmail.com 1:43pm [ Please verify your email address

1.1.5LOGIN TO PREARRANGEDSTEM

Proceed to the prearranged website by Clicking on <Login> as previously detailed in this manual.
Click the <Login> button to display the user login screen.

)
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Toronto Pearson

English | Frangais
PRE-ARRANGED
Services

Welcome

Log in

Don't have an account?
Create Driver Account
ar
Create Company Account
About Us | Contact Us

Designed and Developed by Resertrac Inc
ReserTra@

Utilizing the username User created and the temporary password enter the information and click
<Log in> to continue.

i

English | Frangais
[~ Forward | &) Forward ac Attachment | ™ Reply ¢l Reply Al | i Msseagallst | % Unrsad |j-) Dalsts
PRE-ARRANGED

Services

Toranto Py

Subject: Your PIN code

Fram: glaapard@gmail com
Log in to continue Date: Sun, September 18 2016 47 pm
User Name: Ta: tast23grasarirac.com
Driver33 Priority: Mermal
Dptions:
Password/PIN:

Wi | ull Hesedan | Vi Pnnlatils Version | Dosnlsa s 6 6 1a | Agd 1o Acdiess ook | View Messsage Dslaks | View as plan B

¢ Your PIN cods is 7866

| Login |

Designed and Developed by Resertrac Inc.
ReserTraa

1.1.6 RESET TEMPORARYN

Upon successful l ogin, the AChange PI NO will be
Current PIN field and choose a new PIN/Password and enter it in the New PIN and Retype
PIN again field. Press <Submit> once complete.

Toronto

English | Frangais
PRE-ARRANGED
Services

PARDDRV3 Sign Out
& DASHBOARD Drivers : Pard DriverThree - Change PIN
@ BOOKINGS
& DRIVERS [Current PIN:
& VEHICLES

Mew PIN:

a-cigit number

Retype PIN

About Us | Contact Us
Designed and Developed by Resertrac Inc

ReserTiaa
p—
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The Driver Profile Page wil | and API N

the Driver Profile Screen.

appear successfully

Toronto Pearson
PRE-ARRANSGE_D

envices PARDDRY3 Sign Out

@& DASHBOARD Campanies : companyvich : Change PIN

© BOOKINGS I PIM/password changed successfully, I
& DRIVERS Current PIN
& YEHICLES

Mew PIN

4-cligil rumber
Retype PIN:
Submit | Close

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

changed

English | Frangais

1.1.7 UPLOADING REQUIRENFORMATION & DOCUMENION

The Driver Profile screen will be displayed or accessible under <Drivers> left side of screen.
Press the <Edit> button to input information.

Toronto Pearson

PRE-ARRANSGED

ervices

PARDDRVYS Sigh Out

& DASHBOARD Drivers * Pard DriverThree - Driver Profile

@ BOOKINGS

Add to Account

Driver's License:
* License Expiry Date:

Aygilable for reschedule

User Mame: PARDDRY3
4 DRIVERS * First Name Pard
& VEHICLES = Last Name: DriverThree
* Email parddry3@gmail.com

5B485944356758475

YYYY. | 2022 hibd: 2 DD

ProvincesState of lssue Ontario
Attach Driver's License -

= Wohile No 6478307705
* Notification Type: TextMohile

* Language English
Account Balance $30.00

18

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

English | Frangais

All information must be entered into the system. Ensure information is correct as the account

must be verified by the Dispatcher and missing information will result in rejecting User account.
Once Compl et ecedti ctkertrhse &M conditionso
Pearson Pre-Arranged Services Terms and Conditions is available from the link above.

Al
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@& DASHBOARD

O BOOKINGS

& DRIVERS

& VEHICLES

Drivers - Pard DriverThree - Driver Profile

Prearranged, TorontoPearson.com User Guide- Driver

User Name: PARDDRY3

= First Name: Pard

* Last Name DriverThree

= Email parddry3@gmail com

Driver's LicEnse 584854438758475

* License Expiry Date VYWY 2022 MM 2 DD: | 15
Province/State of Issue Ontario

Aftach Driver's License : BieEa.,

* Mohile No B478307705

* Motification Type Texd Mohile -
* Language English -
Account Balance $30.00

Avallable for reschedule m|

Terms and Conditions

Toronte Pearson_Pre-

Arranged Service Terms and_Conditions.pdf
| [JAccept terms and conditions |

About Us | Contact Us

Designed and Developed by Resertrac Inc

ReserTrae

English | Frangais

PARDDRV3 Sign Out

Add to Account

A

of User Dr

iverods | icense

clicking <Choose File> and navigating to the picture that was saved.

Toronto Pearson

PRE-ARRANSGED

ervices

@& DASHBOARD
© BOOKINGS
& DRIVERS

& VEHICLES

Drivers . Pard DriverThree . Driver Profile

User Mame:
*First Name:
*Last Mame!

* Email

Driver's License:

PARDDRYS

Pard

DriverThree
parddrv3@gmail.com
584854438758475

* Lcense Expiry Date:
Provincesstate of Issue:
Aftach Driver's License
* Mohile Mo,

* Motification Type

* Language

Account Balance

Available for reschedule

YYD 2022 b 2 DD: 148
Ontaria

6478307705

Text Mobile v
English ~

£30.00
|

Terms and Conditions

Cancel

Toronte Pearson Pre-

Arranged Service Terms and Conditions.pdf
| CJAccept terms and conditions |

About Us | Contact Us

be upl oaded

English | Frangais

PARDDRVZ Sigh Out

Add to Account

n

Designed and Developed by Resertrac Inc.
ReserTra@

Notification type is extremely important. Choose the preferred method on how to be dispatched.
Ensure Mobile No. is correct as Call Mobile or Text Mobile will be sent to the Mobile number on
account. Once complete click the <Submit> Button.

)
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& DASHBOARD

Drivers : Pard DriverThree - Driver Profile

Driver's License:

Prearranged, TorontoPearson.com User Guide- Driver

© BOOKINGS
User Name: PARDDRW3
& DRIVERS *First Mame: Pard
& VEHICLES * Last Name: DriverThree
= Email: parddry3@gmail com

SB4854438758475

PARDDRV3 Sign Out

English | Frangais

Add to Account

*Litense Expiry Date: YYYY | 2023 M| 3 DO: 18

ProvincefState of Issue Ontarin

Attach Driver's License Browse.

hohile Mo 6478307705 [~ Select 3 notification type -]
= MNatification Type Ernail v @ Call Mabile

~ Language English v Text Mobile

ACcount Balance $30.00

HAwailable for reschedule O

Terms and Conditions

Toronto_Pearson_Pre-

Arranged_Service_Terms_and_Conditions.pdf
[JAccept terms and conditions

About Us | Contact Us

Designed and Developed by Resertrac Inc.

ReserTra@

An overview of User Drivers Account is displayed. Note: User account is currently created,
however is inactive and must be activated by the Dispatcher at the Dispatch Centre. Once the
information has been verified, User will be notified.

AN

Toronto Pearson

PRE-ARRANGED
Services

& DASHBOARD
© BOOKINGS

Drivers : Pard DriverThree : Driver Profile

Driver's License:

User Mame: PARDDRY3
& DRIVERS * First Name: Pard
& VEHICLES = Last Name: DriverThree
* Email parddrvaggmail.com

584654438758475

* License Bxpiry Date: VY'Y 2022 MM 2 DD 15
Province/State of Issue: Ontario

Attach Driver's License

IMobile Mo, 6478307703

* Notification Type: Ernail

* Language: English

Account Balance $30.00

Awailable for reschedule
Edit
<

About Us | Contact Us

Designed and Developed by Resertrac Inc

ReserToa

English | Frangais

PARDDRV3 Sign Out

Add to Account

1.1.8 ACCOUNT APPROVAL &TAVATION

Upon being verified by the Dispatcher, the account will be activated and a confirmation email will

be sent to the email address provided.

)
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Current Folder: INBOX A0 RE O L,
INBOX v Move Forward Flag Unflag Read Unread Delete
From — Received & Subject —
[ gtaapard@gmail.com 2:27 pm = Confirmation that your Pre-Arranged Services accou...
[[] gtaapard@gmail.com 1:46 pm [ Your PIN code
[ gtaapard@gmail.com 1:46 pm - Welcome to Toronto Pearson Pre-Arranged Services
[[] gtaapard@gmail.com 1:43 pm [ Please verify your email address
Subject: Confirmation that your Pre-Arranged Services account has been fully activated
From: gtaaparcd@agmail.com
Date: Sun, September 18, 2016 2:28 pm
To: test33@resertrac.com
Priority: Normal

Options: Vigw Full Header | View Printable Version | Dewnload this as & file | Add to Address Book | View Message Details | View as plain text
Hellg,

This email is canfirmation that your Pre-Arranged Service account has been fully activated. You may now create bookings, obtain PARD permits and
add funds to your PARD stored value account on-line (via credit card) or in person at the Dispatch office. Credit, Debit and Cash are accepted at the
Dispatch Office but we recommend on-line transaction to avoid lineups.

Thank you,
Toronlo Pearson Pre-Arranged Services

2. DRIVERACCOUNT UPDATE

2.1 Introduction

Drivers must ensure that their account remains up to date to ensure continued availability to the
prearranged system.

2.1.1 UPLOADING REQUIREO@UMENTATION

To update driver information, close <Drivers> under master window (left side of screen) and
select <Edit>.

)
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English | Frangais

Toronto Pe onx
PRE-ARRANGED _
Services PARDDRY3 Sigh Out
@& DASHBOARD Drivers : Pard DriverThree - Driver Profile Add to Account
© BOOKINGS
User Marme PARDDRY3
& DRIVERS " First Name Pard
& VEHICLES *Last Mame DriverThree
* Email parddr«3@gmail.com
Driver's License 584854438758475
* License Expiry Date: YYYY: 2022 M 2 DO: | 15
Province/State of Issue Ontario
Aftach Driver's License
Mohile No 64783077085
* Notification Type: Ernail
*Language: English
Account Balance $30.00
Available for reschedule
>
About Us | Contact Us
Designed and Developed by Resertrac Inc
ReserTra@
Update applicable fields and click the check box f

<Submit>. Note Dispatcher will review update and re-activate User account.

™

Torento Pearson
PRE-ARRANGED
Services
& DASHBOARD
@ BOOKINGS
& DRIVERS
& YEHICLES

Drivers | Pard DriverThree : Driver Profile

User Name:

* First Name:

* Last Name:

= Email:

Driver's License

FPARDDRY3

Pard

DriverThree
parddrv3@gomail.com
584854438758475

I‘ License Expiry Date:

YYYY. | 2022 hhd: 2 DD: 15

Province/State of Issue Ontarin

Attach Driver's License Browse...

Maohile Mo G47R307705

* Motification Type: Ernail E
* Language: English &
Account Balance $30.00

#vailable for reschedule O

Terms and Conditions

Cancel

<

Toronte_Pearson_Pre-
Arranged_Service_Terms_and_Conditions.pdf
| HAccept terms and conditions |

About Us | Contact Us

Designed and Developed ty Resertrac Inc.

ReserTiae

English | Frangais

PARDDRY3 Sign Qut

Add to Account

2.1.2 ACCOUNT APPROVAL ONANGES

Once the Dispatcher reviews the changes and activate User account, User will receive an email.

)
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Current Folder: INBOX AEDSRNE O L
INBOX v || Move Forward Flag Unflag Read Unread Delete
From — Received A Subject
[] gtaapard@gmail.com 2:36 pm - Confirmation that your Pre-Arranged Services accou...
[] gtaapard@gmail.com 2:27 pm 8 Confirmation that your Pre-Arranged Services accou...
[ gtaapard@gmail.com T46pm o) Your PIN code
[ gtaapard@gmail.com 1:46 pm - Welcome to Toronto Pearson Pre-Arranged Services
[ gtaapard@gmail.com 143pm o) Please verify your email address

3. DRIVER®MANAGING VEHICLES.IDI&

3.1 Introduction

Drivers that utilize a company vehicle should contact their company to ensure they have been
added to the company. Individual Drivers that operate their own commercial vehicle are required
to register their vehicle otherwise will not be available at booking.

3.1.1 CREATING NEW VEHICLE

Locate <Vehicles> in the main menu and click. Vehicle associated with the Driver will be

displayed. To register a new vehicle in the system press the <Register a hew Vehicle> button
located on the right portion of the screen.

English | Frangais
Toronto Pearson

PRE-ARRANGED

Services

PARDDRY3 Sign Qut

@& DASHBOARD Vehicles Reqister a new Vehicle
@ BOOKINGS

& DRIVERS

& YEHICLES <=

Yehicles(1)

AI|/ABCDEFGHIJKLMNOPQRSTUVYWIXYZ

License Plate Number Type Make Year Model Inactive

ACTY999 Sedan Honda 2018 Accord

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

)
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Register a New Vehicle Screen will be presented. Input all required information and press
<Register>.

A f% English | Frangais

7 |
Toronte Pearson

PRE-ARRANGED )
Services PARDDRY3 Sign Out

@ DASHBOARD Drivers : Pard DriverThree : Register a new Vehicle

@ BOOKINGS
& DRIVERS " License Flate No ~ear
PPTF 404 2020
& VEHICLES
* License Plate Province: *Insurance Company
Ontario ~ INC Carmpany
™ vehicle Type: *Insurance Policy Mo
Sedan ~ 123456788

 Make: Municipal License:

Ferrari Mississauga (if applicable)

hiodel
TOWNCAR

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

Upon being successfully registered, the vehicle will be displayed in the Drivers Vehicle profile as
shown below.

3.1.2 UPDATING VEHICLES

Vehicle information must remain current in order to operate at Pre-Arranged. Locate <Vehicles>

from the master window and click on tte ALicense PI
e
N
Toronto Pearson
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