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1. DRIVER ð SELF-REGISTRATION 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>. 

 

Drivers Registration form must be completed.  A unique username and email address must be 

provided.  Press <Register> when complete. 

 

https://prearranged.torontopearson.com/
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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. 

 

 

1.1.3 EMAIL VERIFICATION 

Email will be sent to User email address provided.  Open the email and click on the ñLinkò 

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

access to User account. 

 

 

1.1.4 SYSTEM TEMPORARY PIN 

Temporary PIN will be email to the email address provided. 

 

 

1.1.5 LOGIN TO PREARRANGED SYSTEM 

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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Utilizing the username User created and the temporary password enter the information and click 

<Log in> to continue. 

 

1.1.6 RESET TEMPORARY PIN 

Upon successful login, the ñChange PINò will be shown.  Enter the temporary PIN into the 

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. 
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The Driver Profile Page will appear and ñPIN successfully changedò will appear on the header of 

the Driver Profile Screen. 

 

 

1.1.7 UPLOADING REQUIRED INFORMATION & DOCUMENTATION 

The Driver Profile screen will be displayed or accessible under <Drivers> left side of screen.  

Press the <Edit> button to input information. 

 

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 Complete click the ñAccept terms and conditionsò checkbox and <Submit> button.  Toronto 

Pearson Pre-Arranged Services Terms and Conditions is available from the link above. 
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A copy of User Driverôs license must be uploaded into the system.  A picture can be uploaded by 

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

 

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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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. 

 

 

1.1.8 ACCOUNT APPROVAL & ACTIVATION 

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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2. DRIVER ð ACCOUNT 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 REQUIRED DOCUMENTATION 

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

select <Edit>. 
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Update applicable fields and click the check box for ñAccept terms and conditionsò then 

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

 

 

 

2.1.2 ACCOUNT APPROVAL ON CHANGES 

Once the Dispatcher reviews the changes and activate User account, User will receive an email. 
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3. DRIVER ð MANAGING VEHICLES ONLINE 

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 new Vehicle> button 

located on the right portion of the screen. 
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Register a New Vehicle Screen will be presented.  Input all required information and press 

<Register>. 

 

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 the ñLicense Plate Numberò User wish to update. 

 






























