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DISCLAIMER

Information on this training manual is provided AS IS. While the author of this document made sure
to correct mistakes. Author is not responsible for any damage incurred resulting from use of this
document. Author is a human being. Human beings have a tendency of making mistakes. Please
report all errors and mistakes to the author of this document for corrections.

This document is subject to change without any communication. Please download a new version
each time you want to use it.

For a comprehensive terms and conditions, please read our terms.


https://www.cemshuttle.co.za/Terms
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GENERAL INFORMATION

SYSTEM OVERVIEW

CEM Shuttle is an online subscription based system that is used by Shuttle companies to manage
their bookings and billing.

GETTING STARTED

Accessing the system

To access the system, you simply go to https://www.cemshuttle.co.za using your favourite browser.
It works on both computer and handheld devices. You will be presented with a screen below:

C (v

Shuttle Booking System!

Ready to get started?

START FRIE TR

No software installation Cloud-based system Work from anywhere



https://www.cemshuttle.co.za/

Registering your company

To register as a new company, you click on free trial link on the top hand corner of the screen. You
will be presented with a form shown below:

® Suquired teld

Company namw
Emall address

Password

No credit cad requited. No obligation free Bisl. Cancel anytime

Fill in the details and an account will be created for you. Password will also be generated and sent to
you via email. Change it as soon as you receive it. Below is a list of rules for the form input:

Field Name Description Validation

Company Name Name of your shuttle company | Required

Email address Email address of the Required
administrator of the company

Password Password you will use to login | Not required. It is auto-
to the system generated by the system.

Logon to the system

To login to the system, you click on login link on the top right corner of the page. You will be
presented with login screen shown below:


https://www/cemshuttle.co.za/Company/Setup
https://www/cemshuttle.co.za/Account/Login

® Required fleld

Email Address

madiathomasi@gmall com

the system

Field Name Description Validation

Email address Email address you use to login | Required
to the system

Password Password you use to login to Required

Forgot Password

In case you have forgotten your password, you can click on forgot password link on the login page.

You will be presented with the screen below:

* Required field

Email Addiess

Field Name

Description

Validation

Email address

Email address you use to login
to the system. If you can’t
remember email you use to
login, please speak to your
administrator. Alternatively,
you can contact us on
info@cemshuttle.co.za

Required

Add your email address and press reset password. A link will be sent to you with instructions on how
to reset your password.



https://www/cemshuttle.co.za/Account/ForgotPassword
mailto:info@cemshuttle.co.za

Change Your Password

To change password, you click on the Change Password link on the top right of the page. Only shown
when you are logged in for security reasons. You will be presented with the screen shown below:

Charge My Password
* Roquired field

Old Password
New Pussword

Confirm Password

Field Name Description Validation

Old Password Current password that you use | Required
to login to the system

New Password New password you want to Required
change to

Confirm Password Confirmation of the new Required
password. Just to make sure
you entered it correctly




ADMINISTRATION

ADMIN DASHBOARD

As an administrator user, when you login, you will be presented with a screen shown below:

R Admn Dashboard

& 1
Bookings Unallocated
1 0

)|
Agonis
:

Sebes Pw Dviver

1000

Test Shuttie

Tefephone
— Emait madiathcras@grall mm
L]

Stk o gt
o
6

This screen shows a summary of your company activities on the system. For detailed information,
simply click on the icon and you will be redirected to the page.
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MANAGE MY COMPANY

g

To manage your company details, you click on ADMIN link, then click MANAGE MY COMPANY on

the expanded menu.

There 4 tabs on the page, namely:

SHUTTLE TAB

View Company Details

This is the information is mostly used by us when communicating with you.

Company Detads

hut

Company Name

Pricewg Option

Activity Status

Company Logo

Test Shuttls

Premium

Annually

11



Edit Company

To update company information, click on Edit Company button on the SHUTTLE TAB. Use this page
to update information we must use when communicating with you. Also to customise logo which is
use when system sends invoices to your clients.

Edit Company Delads
& Reoquired e

Company name

Test Shuttle °

Email addruss

Telephone mumbes

2]

Pricing Option

Pramu P 1o 20 drivers s

Bifling Petiod

Company Logo

Choose File  No Ve chasar

Quly ipeg png and of al 4 ek 00 Heigin 200

12



Field Name

Description

Validation

Company Name

Name of your shuttle company

Required

Email Address

Email address of the
administrator of the company

Required

Telephone Number

Your telephone number that
we must use when contacting
you. Also sent with the SMS to
people you transport

Optional

Pricing Option

Selected pricing option.
Depends on number of drivers
that you have

Required

Billing Period

You have a choice to pay
subscription on a month-to-
month basis, quarterly, bi-
annually or annually. You
change it here. Did | mention
that you get discounts when
you pay months in advance?

Required

Logo

This is the logo that appears
on invoices and statements
you send to agents

Optional
Make sure the size is 200X 200

13




BANKING DETAILS TAB

View Banking Details

Banking details your agents will use when pay you. We don’t debit your account using these details.
Only the system have access to this information. Stored on the system using bank-grade security.
You will be presented with screen below:

ommpany Detals

14



Edit Banking Details

To edit these details, you simply click on Edit button on the BANKING DETAILS tab. You will be

presented with screen shown below:

® Required field

Account Numbaee

Account MHolder Name

Bank Name

Branch Name

>
Branch Code
Account Type

"

=
Field Name Description Validation
Account Number Bank account number Required
Account Holder Name Bank account holder name Required
Bank Name Name of your bank Required
Branch Name Branch where account | held Required
Branch code Branch code where your Required
account is held

Account Type Type of account Required

15



INVOICE DETAILS TAB

View Invoice Details

This information appears on the invoices you sent to agents. This is found on the Invoice Details tab.

Company Detals

Bariking Dotails
Registered Nams
Company Reg No
VAT Registaution Nurmiber
Businass EmallAddress
Busness Telephone
Business Fax

Busmets Addmess

Irvaice Dwtalls

Test Shwrtla

201400882001

123 Sruttle W2
Pretaria Centea
D02

16



Edit Invoice Details

#® Required field

Registared Nene
Registration Numbes
VAT Number

Business Email Address
Business Tolephone
Business Fax

Business Address

Field Name Description Validation
Registered Name Company name as registered Required
at CIPRO
Registration Number Company registration number | Required
VAT Number VAT number as issued by SARS | Optional
Business Email Address Email address agents can Optional

enquire about invoices you
sent them. Also for sending
payment notification
Business Telephone Number Telephone number in which Required
agents can call you to enquire
about the invoice you sent
them
Business Fax Just in case you are still using Optional
fax for communication
Business Address Your official business address Optional

17



SUBSCRIPTION

This tab shows all the invoices which were sent to you by us. You access it on the Subscription tab.

Company Detads

fiwokce 8 Bilting Peviod Drivers Dose Issued Faid VAT Numibes

o000t Morzhiy ) 21 Apr 2017 Yes

Viee

18



MANAGE USERS

To manage your users, you click on ADMIN link, then click MANAGE USERS on the expanded menu

Add Users

To add your users, you click on ADMIN link, then click MANAGE USERS on the expanded menu. On
the manage users page, you will be presented with screen shown below:

® Required fisid

Full Narme
Ceall Numbes
Email Address

Password

Administrator?

Field Name Description Validation
Full Name Full name of the user Required
Cell Number Cell number of the user. Used | Required
to send passwords and other
important system
communications
Email Address Used as a user name. Also Required
used to send passwords and
other important information
Password Auto-generated and sent to Auto
user
Administrator When selected, a user will be Optional
added with admin roles

19



AGENT MANAGEMENT
View agents

To manage agents, you click on ADMIN link, then click MANAGE AGENTS on the expanded menu.
You will be presented with screen below:

View Agents

Agent Neenw  Email Address Telephons Number Registersd Name  Register Number VAT Numbes

Test Agorn madiathoeen@grail com Test Agent m ! m

Add Agent

To add a new agent, you click on Add New Agent button on the screen above. You will be presented
with screen shown below:

Adg Agerd

® Roquired fiold

Registeced Noms

.
Regéstraton Number
VAT Numbet
Emall Addruss

.

Tedophona Number

Postal Address

20



Field Name Description Validation

Registered Name Agent name as registered at Required
CIPRO

Registration Number Company registration number | Optional

VAT Number VAT number of the agent as Optional
issued by SARS

Email Address Email address of the agent Required

Telephone Number Telephone number of the Optional
agent

Business Address Your official business address Optional

Edit Agent

To edit an agent, you click on the Edit button on the agent list page. Screen will be prepopulated for
your convenience. You will be presented with a screen shown below:

Eatt Agent

* Raquired feld

Registeced Name

Registration Numbes

VAT Number

Emall Address

Telophone Numbas

Postal Addiess

21



Field Name Description Validation

Registered Name Agent name as registered at Required
CIPRO

Registration Number Company registration number | Optional

VAT Number VAT number of the agent as Optional
issued by SARS

Email Address Email address of the agent Required

Telephone Number Telephone number of the Optional
agent

Business Address Your official business address Optional

Delete Agent

To delete an agent, you click on the Delete button on the agent list page. A confirmation dialog will
be presented just to make sure you didn’t click the button by mistake. If you confirm, an agent will
be deleted

Departments
View Departments

When you have a big agent, you can partition it using departments. To add departments, you click
on Departments button next to the agent. You will be presented with a screen shown below:

Deprartmsnt Nams Contact Name Comact Emil Midress

Depart of Education Petr Cach test@testshuttio o 3 m

Delete Department

To delete a new department, you click on the Delete button on the screen shown above.

22



Add Department

To add a new department, you click on the Add New Department button on the screen shown

above. You will be presented with the screen below:

Add Department - Tast Agemt

® Required field

Department Name
Consact Nome

Comact Email Address

Invoice is sent to this person.

Field Name Description Validation
Department Name Department name Required
Contact Name Name of the contact Required
Email Address Email address of the contact. Required

23



Edit Department

To add a new department, you click on the Edit button on the Departments screen. You will be

presented with the screen below. Prepopulated for your convenience:

* Requlred fiedd

Department Name
Yepart of [

Contact Name

Contact Emall Address

Invoice is sent to this person.

Field Name Description Validation
Department Name Department name Required
Contact Name Name of the contact Required
Email Address Email address of the contact. Required

24



DRIVER MANAGEMENT

View Drivers

To manage your drivers, you click on ADMIN link, then click MANAGE DRIVERS on the expanded
menu. You will be presented with a screen show below.

Driver Name Cell Number

Marwasd| 0729234567 m

Delete Driver

To delete a driver, you click on Driver button on the screen shown above. Confirmation dialog will
be presented to you before a driver is deleted. Just in case you clicked the button in error.

Edit Driver

To edit a driver, you click on Edit button on the screen shown above. You will be presented with a
screen show below. Prepopulated for your own convenience:

Eot Divver

# Required field

Full Naemw

Codl Numbar

| Field Name Description | Validation

25



Driver Name

Name of the driver

Required

Cell Number

Cell number of the driver. Will
be used to send SMSes when a
trip is booked using his name

Required

26



MAIN MENU

When you login as an administrator user, you will see a menu shown below:

Normal user only have access to HOME, BOOKINGS and CALENDAR tabs. Admin user have access to
all tabs.

27



HOME

Home is for returning to the home page. To go back to the dashboard, you simply click home when
you are logged in.

BOOKINGS

Bookings page is where you find links for making a booking and viewing bookings. If you click on the
bookings link, it will expand and show soothing like what is shown below:

HOME BOOKINGS » CALENDAR REPORTS - MIET LOG ADMIN - 1 Administrator | Changs Pazwwoed | Lagont

ADD BOOKING
LGS e BOOKINGS

28



ADD BOOKING

To add a booking, you click on BOOKINGS link on the main menu and select ADD BOOKING link. You
will be presented with a new booking capture screen shown below:

Horme Bockings Acid

Book Shutte

® Raquired field

Agent
Sslact sgant L I

Voucher Number

Transferee Information

Transtorss Full Neme

Transferee Cell Number

Trip Information

Numibet of passengers

Transfer Amoont

0 -

Driyer
Selec Oiver L 3
Pickup Address
Delivery Address
Pickup Date
Return Date

Roturn Address

Special Instruction's

Flght Number

29



Field Name Description Validation

Agent List of agents with Required
departments

Voucher Number Voucher number allocated to Optional
you by your agent

Transferee Full Name Name of the person who is Required
going to be transported

Transferee Cell Number Cell Number of the person Required
who is going to be 10 digits

transported. Confirmation
SMS will be sent to this person

Number of passengers

This is the number which
shows number of people to be
transported on that trip

Required. Minimum of 1

Transfer Amount Cost of the trip Required
Numeric
Driver List of drivers registered under | Optional
your company. Select driver.
This field can be left blank and
trip will be marked as
unallocated. You can always
allocate a driver at a later
stage
Pickup Address Address where driver will pick- | Required
up people to be transported
Delivery Address Address where driver will Required
deliver people to be
transported
Pickup Date Scheduled trip date and time Required
Return Date Trip return date and time Optional

Only required if there is a
return trip

Return Address

Address where driver will
deliver people to be
transported on a return trip

Required

Special Instruction/s

Free-flow text to add any extra
information that you want to
add for the driver which is not
catered for on the form

Optional

Flight Number

Flight number of the person
who is going to be picked up.
In case a plane is delayed,
driver will be able to check at
the airport and adjust

Optional
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SEARCH BOOKINGS

This page allows you to search bookings that you have made in the past. You click on BOOKINGS link
on the main menu and select VIEW BOOKINGS. You will be presented with the screen shown below.

Search Beokings

Agant Start Date End Dats Voucher Numbse Booking Status Paymeat Status
Agem Transterse Name Coll Number Vouches Number Total Amoum Stans Paia?
Test Agent Jowy St 1121234567 ORS-3752310 1R300 00 Captursd N

You can search using following filters:

e Agent

e Daterange

e Voucher number
e Bookings status
e Payment status

31



VIEW BOOKING

To view a booking, simply select on the View link corresponding to the booking you want to view.
You will be presented with the screen shown below:

View Booking
Booking Information

e Test Agant
Chert Narre John Sersth

Chent Cell

Voucher Number

Totad Transfers 1

Status Captyrsd
Paid? No

Totad Amount RE00 01

Transfers

Add New Transier

Trangter Date

Temm

Number of Passengsn
Transder Amount
Flight Nurmbss

Driver

Pcup Address

Diopof Addrmss

29 Maren 2017
06.00 PM
1

BOU

Mawell
Sarckon

Pretona

You can delete bookings, finalise bookings and reopen bookings you finalise by mistake. A list of
transfers associated with this booking will also be shown. You can add more transfers to this

booking, edit or delete transfers.
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EDIT BOOKING

To edit a booking, you click on the Edit Booking button on the VIEW BOOKING screen shown above.
You will be presented with the screen shown below:

Edn Sookng

Client Information

Only field you are allowed to edit on this form is the voucher number. Just in case you forgot to add
it while adding a booking.

DELETE BOOKING

To delete a booking and cancel all trips associated with it, you simply click on Delete Booking button
on the VIEW BOOKING page. All transfers associated with this booking will be cancelled and the
driver will be informed via SMS of the changes. Another SMS is sent to people who was supposed to
be transported to alert them of the changes.

FINALISE BOOKING

When you are ready to send an invoice to the agent for payment, you simply click on Finalise
Booking button and an invoice will be generated and sent to the agent for payment.

REOPEN BOOKING

If you finalised a booking by mistake, you are only allowed to correct those mistakes after reopening
the booking. To reopen a booking, you click on Reopen Booking button on the View Booking page.

33



TRANSFERS
ADD TRANSFER

To add more transfers to a booking, you click on Add New Transfer button on the View Booking
page. Section shown below for your convenience. There is no limit on the number of transfers you
can add to one booking. Total billed will be added to the final invoice and sent to the agent.

Transfers

Add New Trunsfer

Transiar Date 29 March 2017
Tire 0600 PN
Nurrber of Passengers 1

Transfer Amount &0

Fllght Nurrbet

Otivet [Xr]
Fichup Address Sandton

Drop-off Address Pretorla

34



You will be presented with the screen show below:

Home Bockings  View Booking  Add Transier
Aod Transser
# Reguited field

Trip Information

Numbaer of passengers
1 -

Transfer Amount
1] ‘

Driver
<Select driver> L
Pickup Address
Delivery Address
Pickup Dot
Retim Date

Retum Address

Speciol Instruction’s

Flight Nurmbar

AGd Trumler

35



Field Name

Description

Validation

Number of passengers

This is the number which
shows number of people to be
transported on that trip

Required. Minimum of 1

Transfer Amount Cost of the trip Required
Numeric
Driver List of drivers registered under | Optional
your company. Select driver.
This field can be left blank and
trip will be marked as
unallocated. You can always
allocate a driver at a later
stage
Pickup Address Address where driver will pick- | Required
up people to be transported
Delivery Address Address where driver will Required
deliver people to be
transported
Pickup Date Scheduled trip date and time Required
Return Date Trip return date and time Optional

Only required if there is a
return trip

Return Address

Address where driver will
deliver people to be
transported on a return trip

Required

Special Instruction/s

Free-flow text to add any extra
information that you want to
add for the driver which is not
catered for on the form

Optional

Flight Number

Flight number of the person
who is going to be picked up.
In case a plane is delayed,
driver will be able to check at
the airport and adjust

Optional

36



EDIT TRANSFER

To edit transfer, you click on Edit Transfer button on the screen shown above on the View Booking

page. Screen will be prepopulated for your convenience. You will be presented with the screen

shown below:

Eak Transfer
* Roquired fiesd

Trip Information

Number of passongers

Transfer Amount
Drivar

Maesull

Pickup Address

Sandion

Delivery Address
Protona

Pickup Date

Return Date

Retuin Address

Special Instruction/s

Flight Number

£t Transdol

37



Field Name

Description

Validation

Number of passengers

This is the number which
shows number of people to be
transported on that trip

Required. Minimum of 1

Transfer Amount Cost of the trip Required
Numeric
Driver List of drivers registered under | Optional
your company. Select driver.
This field can be left blank and
trip will be marked as
unallocated. You can always
allocate a driver at a later
stage
Pickup Address Address where driver will pick- | Required
up people to be transported
Delivery Address Address where driver will Required
deliver people to be
transported
Pickup Date Scheduled trip date and time Required
Return Date Trip return date and time Optional

Only required if there is a
return trip

Return Address

Address where driver will
deliver people to be
transported on a return trip

Required

Special Instruction/s

Free-flow text to add any extra
information that you want to
add for the driver which is not
catered for on the form

Optional

Flight Number

Flight number of the person
who is going to be picked up.
In case a plane is delayed,
driver will be able to check at
the airport and adjust

Optional

DELETE TRANSFER

To edit transfer, you click on Delete Transfer button on the screen shown above on the View
Booking page. A transfer will be deleted and person to be transported will be alerted of the change
via SMS. Driver who was appointed to transport the person will also be alerted via SMS.
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CALENDAR

Calendar link is where you can see what your drivers will be up to for the day.

REPORTS

Reports link contains links for viewing reports

AUDIT LOG

Audit log is where you can see actions which were performed on the system by users.

ADMIN

Admin page is where you manage your company details, manage agents, departments, and drivers.
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