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Dispatch Console Manual
This manual is about all the functions you can find in the Dispatch Console

Please see our other manuals:
• Admin Panel

• Driver Apps

• Passenger Apps

• Special Features

Please feel free to explore the various sections of the manual by choosing a topic from the left menu or

clicking on the Getting Started link below.
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Getting Started

How to sign in
Before you sign in, you must have a dispatch user already set up from the Admin Panel. Remember that

you can create a dispatcher user in the Users section of the Admin Panel.

To find out what your user ID is, please check the Dashboard in the Admin Panel.
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Main view of the dispatch console
After having signed in into the dispatch console you will be taken to the main view where you will see the

following screen:

• 1. Pick up and drop off

• 2. Entering job details

• 3. The map

• 4. Unassigned, assigned and active jobs

• 5. The menu bar

• 6. The vehicle list

• 7. The zone queues

1. Pick up and drop off
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Here you can type in the pick up and drop off addresses for a new job. The address lookup will give you

suggestions as soon as you start typing an address in these fields. You can also drag the pick up and

drop off flags into the map at the center of the screen. The system will then create an estimate time

for the route.

2. Entering job details
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The rest of the left-hand section will allow you to specify information about a new job, or edit a job that

has already been created. The buttons at the bottom of this section will also allow you to check or book a

job.

3. The map

Please refer to the next section Adding a new job to see more details about this process.*
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In the center of the window you will see a map showing all the vehicles in their real-time positions. At the

top left you can also see how many vehicles are currently active, and which are free, busy or away.

You can zoom in and out of the map by using the mouse scroll wheel or by clicking on the + and – signs at

the top left of the map.
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If you click on the hamburger button at the top right, you will be able to select from three different map

views. If your company has zones already set up, you will also be able to show them or hide them from

this menu.

Filtering vehicles

If you have many vehicles it can be difficult to find a specific type. For this you can use filters, which you

will be able to see if you press on the Filter button. For example, the image below shows a large

number of vehicles, unfiltered.

You can then select to show only Minibus as in the image below.
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4. Unassigned, assigned and active jobs
On the right-hand section you will see the jobs which have been entered to the system. By clicking on the

tabs “Unassigned”, “Assigned” or “Active” you will see information about these jobs.
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In the Unassigned tab you will only see later jobs up to a specific time as set in the admin panel (Dispatch

shows). You can see this time by scrolling down the Unassigned tab until you find a red sign that reads

“Showing until”.

The blue color means this job has been set to start at a later date, and won’t be assigned
to a vehicle until a certain (Tminus) time before the pickup time.*

Jobs scheduled after this time are still in the system but will not show up in the
Unassigned tab.

!
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For additional explanations about the color codes in the Dispach console please refer to the following

article in our Knowledge Base:

The black color in the background means that this job is being blocked by a job with a
high priority.*

What do the colors and borders in the dispatch console mean?*
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5. The menu bar

At the top of the screen you will see a black bar with blue menu buttons. From here you can:

• Search jobs

• view. edit and reuse information from Closed jobs

• create and manage Customers

• view Alarms

• Send and receive Messages

• view Alerts a job is cancelled or flashed

• view and manage driver Suspensions

• Change your Preferences

• Change the view from Main, Jobs Overview, and the Permits view.

Additionally from this section you can see the date, the name of your dispatcher and the log out button.

6. The vehicle list
At the bottom of the page you will see all active vehicles along with its status, driver and current job.

At the bottom right you will see three tabs, namely Vehicle List, Future Jobs and Late job List each with a

different view and additional information.

If there’s a purple background for a vehicle in the vehicle list, it means they don’t have enough driver

balance. Please check the section Automatic accounting and driver balance for more information about

this.
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The vehicle information panel
You can get additional information about each vehicle on the list by clicking on the respective line. The

information will appear in a pop up window at the center of the screen.

This panel will contain all he current information about a vehicle. What you can do from this panel:

• See who is driving the vehicle, their name and phone number if they have been added.

• See all the details about a vehicle, such as how many passengers they can carry and the type of

vehicle.

• Suspend a driver or a vehicle (If you have the right permissions).

• See their current job and their coming jobs.

• Send a message to the driver.
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7. The zone queues
At the bottom right side you will see the position of the vehicles in their respective zone queues. Click on

a vehicle’s number in order to get additional information about it.

If a vehicle icon has black bars on the sides, it means that the vehicle can transport more than 4

passengers at the time. It easily lets you identify vehicles with higher carrying capacity.

The vehicle closest to the left in the top row of each zone will be considered first on the
queue in this zone.*
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Working with jobs
• Adding a new job

• Modifying an existing job

• Using previous jobs to speed up dispatching

• The Jobs Overview

• Using Points of Interest

Adding a new job

1. Enter the Location and Time

• Enter the pick up address in the “pick-up” field and the destination address in the “Drop-off” field.

You can also drag the pick up and drop off flags into the map at the center of the screen.

• If the job contains more stops in the way you can add these by clicking on the blue + sign between

he pick up and drop off flags. You can add up to 5 additional stops. If you want to remove a stop,

click on the red minus sign button next to it.

TaxiCaller Nordic AB Dispatch Console - 1

Page 14 of 56



• Select now, if you would like the job to start immediately. This will become an ASAP job in the job

list on the right side of the screen. Otherwise, choose later and select the desired time and date.

Below the label “assigns” is a list from which you can select a “Tminus” time. This will determine the time

when a job will be assigned to a vehicle before the job is set to start. For example if your customer would

like a taxi at 8:00 AM you could choose a Tminus time of 15 minutes so that the driver has the job

assigned to them at 7:45 and thus has time to get to the right location.

2. Enter information about the passenger

• Enter the name of the passenger and their phone number in the input fields under PASSENGERS

• Set the number of passengers, bags, wheelchair availability and how many vehicles may be needed

for this job. If you need to specify a certain vehicle type, for example “Minibus”, you can also do it

in this section.
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• You also have the option to enter information about the job that may be useful for the driver to

know, for example “Needs help with luggage”.

3. Enter extra information

• You have the option to hard-assign the job to a certain vehicle or company, apply a specific tariff,

specify a custom duration (as opposed to the one calculated by the system), or force a priority level.

• Additionally, you can select tags to further customize the job to your passenger’s needs. For

example if the passenger is non-smoking, you may choose a vehicle with this tag. You are able to

create and apply any tag to both vehicles and drivers from the Admin Panel.

• If the passenger is going from or to an airport or hotel, you can specify the flight and room number.

• Using priorities: You can give priorities to your jobs, from 1 being the lowest and 5 being the

highest. The higher priority jobs will be auto-assigned first compared to the lower priority ones.

This will allow you to give preferences to jobs marked with higher priority levels, you can use this if

you have VIP customers, for example.
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4. Check and Book the job you just created.

• Click on check in order to get a preview pop up for the job with an estimated price and estimated

time for pickup.

• Click on book either in the check pop-up or the main button in order to create the job. In the latter

case you will receive a pop up confirmation.

• The Prev. Return button can be used if you want a return ride for a previously entered ride. You can

learn more about this in the next section Modifying an existing job

• Use the Clear button to clear the form entirely and start over.

If you wish for the higher priority jobs to also block other jobs until they have been
assigned, you can change this from the admin panel in: Settings > Dispatch > 2.
Assignment > Priorities
*

If you want to read more about using priorities, please click here.*
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Modifying an existing job
1. Select a job from the right side of the screen, be it an unassigned, assigned or active job that you

want to modify.

2. When you click on this job, the details for it will show on the left side of the screen.

3. Press on the Edit button

4. Modify the job as necessary

5. Press on the Submit button

Drag a job to the vehicle list to force-assign it.
If you have created a job that is now unassigned and you wish to force-assign it specifically to one

vehicle, you can drag it directly into that vehicle as it appears in the Vehicle List at the bottom of the

Dispatch. While you can also use the method above, and press the Edit button to change the Assign to

field, being able to drag it may make the process faster which is an advantage if you are dealing with

multiple jobs.

From this screen you can also cancel or re-assign a job, or assign an unassigned job.*
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To do this:

1. Click on the job on the right side of the screen and hold the left mouse button while dragging the

job onto one of the vehicles at the bottom of the screen. You will see a green highlighting which will

tell you if you have the right vehicle in the list.

2. Release the mouse buttons to drop the job. Now the job has been assigned to the vehicle you

selected.

Using previous jobs to speed up dispatching
You can quickly copy and reuse previously created jobs in order to speed up the work as a dispatcher.

Return rides
If you have created a ride for a passenger, and then wish to create a ride in the opposite direction, you

can use the “Prev. Return” function to accomplish this. For example if you have just created a job from

Central Park to the Empire State Building, you can then:

• Create a “New Job” on the left side of the screen.

• Click on the “Prev. Return” button.
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The addresses will now be copied into the new job, with the exception that it will go from the Empire

State Building to Central Park instead.

Copy an active job
If you wish to create an identical job to one that is currently in the Unassigned/Assigned/Active list, you

are able to click on the job, which will open the “Edit job” panel on the left side of the screen. After this,

you can click on the “Copy” button which will copy all the job details into the “New Job” panel, so you can

then book it without having to type the same settings manually.
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Copy a closed job
Similarly, you can open the Closed jobs panel and click on the “copy” icon on the leftmost column to copy

the job details into the “New Job” panel.

You can even Search Jobs to look for an old job and then click on the Copy button on the bottom of the

panel for the same effect. The job will now be copied as a new job that can be edited or simply

dispatched.

TaxiCaller Nordic AB Dispatch Console - 1

Page 21 of 56



The Jobs Overview
If you click on the rightmost button on the menu bar, you can access the Jobs Overview.

Entering the Jobs Overview

This part of the system can help you keep track of all the jobs that are active or have been completed for

the last 24 hours.

1. Change Columns: You can decide which columns to show in this view.

2. Search and select jobs: View open or closed jobs, or search for specific jobs.

3. Click on a job in the list to be taken to the job editor(for open jobs) or the job details (for closed

jobs)

Using Points of Interest (POIs)
When booking from dispatch, you are usually able to look for places that are indexed in Google Maps,

such as airports or famous buildings, just by typing the beginning of the name, for example Newark

Airport.

To return to the main view, simply click on the rightmost button of the menu bar again
and select Main*
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But you may have certain places that are popular pick up or drop off locations that might not be indexed

in Google Maps, such as local restaurants or businesses. Adding POIs can solve this and simplify the

booking process for dispatchers. This feature allows you to use these POIs just like you would search for

an indexed place by just typing the beginning of the name in the pick up or drop off fields.

For example, we have created a POI called TLO – The Little Owl, which will appear when starting to write

TLO.

If you want to see all of your POIs in a given zone in the dispatch central, just enter the zone number or

the zone name in the address field. For example if we have zone 4 for Manhattan (MAN), we can begin

typing either 4 (the zone number) or MAN (the zone ID). If you then click on Manhattan (4, MAN) you will

be able to select All which will show you all the POIs for that zone.
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To see how you can create POIs, please check the following article: POIs – Points of Interest

Jobs with special priorities
You can set special priorities for certain jobs if you want them to get assigned first.

To do this you can use the Dispatch Console directly when you are creating a new job. Scroll down to the

Extras section and under Priority select a level. It will go from 1 to 5, 5 being the highest priority (jobs

with priority 5 will get assigned before all others).

When a job with high priority is booked, it will get assigned before the other ones and you can even

choose to have it block other jobs until it gets assigned (the other jobs will appear with dark grey

background in the Dispatch console).

TaxiCaller Nordic AB Dispatch Console - 1

Page 24 of 56

http://www.manula.com/manuals/taxicaller-nordic-ab/admin-panel/1/en/topic/settings-pois


To learn how to assign a priority level to a specific customer account, please click here.

The jobs with higher priority will only block other jobs if you enable this in the Admin
Panel > Settings > Dispatch or as explained in the Priority section of this article. If you
don’t wish for jobs to be blocked this way, please disable this function.
*
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Using customer accounts
For regular customers, you are able to use customer accounts that save their information so that it can be

used quickly when booking, and to handle invoicing if the account is meant to be billed. These accounts

can be created both from the Admin Panel and from the Dispatch.

• Create a customer account from Dispatch

• Edit a customer account from Dispatch

• Adding and using preset jobs

Create a customer account from Dispatch
1. Click on the Customers button at the top of the Dispatch, which will bring up the Customers panel.

2. On the right half of the panel, click on the Create button.

3. Enter the details of your customer in the form. This includes their phone number, name, address

and any extra info that may be useful to you or other dispatchers about this customer. You can

choose an account ID if you wish, otherwise this ID will be generated automatically, as well as the

customer name at the top.
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4. Click on the Submit button.

Edit a customer account from Dispatch
1. Click on the Customers button at the top of the Dispatch, and use the search bar at the top left of

the panel to search for a customer.

2. You will see the results under the Accounts column, select the customer you want to edit.

3. Click on the Edit button. This will allow you to modify the account information.
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4. Once you are done, click on the button to save your changes.

Adding and using preset jobs

Saving a ride (preset job) to a customer account
This is useful if the customer requests the same rides on a regular basis. This way you will “save the ride”,

and you won’t have to type the same addresses and information over and over. You will also be able to

see and offer the customer their regular rides, which may be appreciated by them. You can add up to 4

preset jobs to any customer.

1. Start creating a new job in the system for this customer, choosing the pick up and drop off

addresses as usual.

2. Type the passenger’s first name, and press enter in your keyboard to bring up the Customers panel.

For a new customer you may also bring up the Customers panel by clicking on the button at the top

of the Dispatch.
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3. Proceed to Edit the account as explained in the previous section.

4. Click on the Add preset job button. The information from the new job will be added automatically

as a Preset Job.
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Using a preset job
If your regular customer requests a ride that you have previously saved, you will be able to quickly enter it

into the system to create a job for them.

1. When creating a new job, start typing their name and pressing Enter to bring up the Customer

panel.

2. Click on the preset job that you wish to use. It will auto-fill the location fields in your new job.
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Store preset locations for your customers:
Home, work

Predefine the customer’s home and work place.
• Click on the Customers button at the top of the Dispatch, and either Create a customer or Search

for one, in order to edit their information.

• Start creating a new “Job”, but instead of a normal ride, enter the Home address of this customer.

You can also use the customer’s telephone number to look for their account in the same
way as we used the customer’s name in the previous example.*
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• Back in the Customers panel, click on + From Pickup, which will copy whatever is in the Pick up

field. Do this for either Home or Work as needed.

This setting is especially useful if you use our IVR system. For more information about this
please check the following article: Configure the IVR*
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Managing Drivers: Permits, Suspensions
• Approve a driver permit

• Driver and vehicle Suspensions

• Alarms and Alerts

Approve a driver permit
Click on the hamburger button at the top of the dispatch screen and choose Permits.

If a driver has submitted a new permit to be approved, it will appear under the tab Pending Permits.
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You will be able to save the permit by clicking on the file name – if it’s an image, you will be able to see

the preview in the screen. Once you have verified that the permit is valid, you can then click on the

Approve button. Otherwise, click on the Reject button.

If you reject a permit by accident, simply navigate to the Rejected Permits tab and press
on the Approve button.

!
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Driver and vehicle Suspensions

Check if any drivers are suspended

To do this simply click on the Suspensions button at the top of the screen. You will see a panel that lists

the suspensions, the start and end date/time, the reason for the suspension and which vehicle was

involved. A suspended driver will not be able to start a shift.

Suspend a driver
• Bring up the vehicle details panel by clicking on the vehicle number in the vehicle list or the zone

queues section.

To remove a suspension, simply click on the x in the row corresponding to the driver.*
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• You will see a red button Suspend driver. When you click on it you will be able to determine the

duration of the suspension and write a comment if an explanation is necessary.

• Click on the Suspend button to make this effective.

Suspend a vehicle
• Bring up the vehicle details panel by clicking on the vehicle number in the vehicle list or the zone

queues section.

• Find the text “Vehicle Suspended” and click on Change.

• Change it to a Yes and click on Apply.
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“Kick” a driver out

If you wish to have a driver out of a certain vehicle profile (for example if you wish to have a different

user in it instead), you can simply kick a driver out without needing to suspend them. The driver will be

signed out of their current shift. They are still able to start a new shift with a different vehicle.

You can find the button at the bottom of the vehicle details panel.

If you don’t see a kick button, it means this option was disabled from the Admin Panel.*
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Alarms and Alerts

Alarms
This feature exists for the safety of the driver and allows them to discreetly and silently send a signal to

the dispatcher. When they press the alarm button on the Driver App

You will receive a sound alert and the Alarms panel will pop up in your dispatch screen.

Alerts
You will get an alert in certain situations, for example if a ride is canceled or was flashed (too short). You

will be able to see these by clicking on the Alerts button at the top of the Dispatch screen.
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Using the external softphone (SIP)
To use this feature, you will need the following:

1. A VoIP service that is available in your area.

2. A dispatcher user enabled for the use of the SIP phone.

3. The Softphone software installed in your computer.

1. A VoIP service that is available in your area.

To see a list of our recommended options, please check the next page Supported providers, or click here.

2. Enable a dispatcher to use the SIP phone.

This needs to be done from the Admin Panel – Users. Select your dispatch user and make sure “Enable

phone” is checked. At this point you might also want to add other information provided by your VoIP such

as User, Domain, Port and others. This information will be automatically transferred to the Softphone

settings in the Dispatch.

3. Download and install the Softphone

Log in into Dispatch. If Softphone is enabled for your user, you will now see a new section at the top right

of the screen.

For more information about the SIP Phone options that you can configure from the Admin
Panel, please click here.*
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Click on Download TaxiCaller – softphone. A new page will open which has the program that you need to

install. Select the Windows version and wait until it’s downloaded. The file will be compressed in .zip

format, so you must extract it to an accessible location. To do this, you can simply right-click on it and

choose “Extract”, then select an easy to access location such as Documents or Downloads.

Double click on the file that you have just extracted (tcphone.exe) to run the Softphone. You might be

prompted with a popup asking you to allow access for the Java application to run it. Click on “Allow

Access” if this happens. If the Softphone starts running sucessfully, it will reflect this in the Dispatch

console as well.

At the moment Linux and iOS systems are not supported.!
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Set up the Softphone

Press Settings. If you configured the user/domain/port/proxy fields in the Admin panel, the information

should be already here. If you need an auth-id and password, this is where you are able to enter them.

Once you have added the right settings, click on Connect.
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If the softphone is successfully running and connected, you will see something like this. This means you

are ready to receive and make calls.
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Supported providers
While you can choose any provider that suits your needs, we can recommend those providers that we

have already worked with. Please remember that some of these providers are only supported in some

countries, if the one you’re interested in is not listed, you’ll need to contact a provider in your area and

make sure they have the required options.

Company Countries supported Website

VoIPstudio USA, UK, others http://voipstudio.com/en/

RingCentral USA, UK, Canada http://www.ringcentral.com/

Comcast Business USA http://business.comcast.com/phone/voip

2talk New Zealand http://www.2talk.co.nz/index.html

Cellip Sweden https://www.cellip.com/

The Tc-Phone program must always be open in the background in order to be able to
make and receive calls.*
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Send and receive messages

Chat
You can exchange instant messages between Dispatch and the drivers. To do this, click on the Messages

button at the top of the Dispatch screen, which will bring up the Messages window. In the first tab, Chat,

you can send two types of messages, namely Preset messages (instantly send with one click) and Custom

messages (writing your own message).

The messages can be sent to:

• Drivers: All drivers but not other dispatchers.

• Dispatch: All dispatchers but not drivers.

• All: Both drivers and dispatchers.

• Individual drivers.

Preset messages can be configured from the Admin panel – Messages – Settings.*
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Using the priority system.

On the bottom right of the message window you will see the Prio setting. This will determine the

importance of the messages that are sent out.

Prio 0: Is the lowest priority. Will send the message and generate a small visual notification in the Driver

App but will not make any sound or create any pop ups.

Prio 1: Will generate a small visual notification and make an alert sound upon receiving the message in the

Driver app.

Prio 2, 3, 4: Highest priority. It will generate a pop up in the Driver app along with an alert sound.

Sending Yes/No questions.

The system will interpret any message that ends with a question mark (?) as a Yes/No question upon

reception. You will be able to see who answered Yes or No.

Once the question is sent, the driver will see the following:
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Set a log in message for drivers
You can set a message that the drivers will see as soon as they log in. To do this, click on the Static

Messages tab, and the Edit button at the bottom of the panel.

TaxiCaller Nordic AB Dispatch Console - 1

Page 48 of 56



Write your login message and click on Update.

Schedule a message
Use the third tab “Schedule Message” to set a message to be sent at a specific date. You can even have it

repeating and configure how often (recurring message). As usual, you can determine which users to send

it to (drivers, dispatchers or both), and select the priority level.
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The Duration determines how long the message will be visible for any driver that logs in
during that time.*
You will be able to see the messages you have Scheduled in the Scheduled Messages tab.
Any messages that are set to Repeat can be found in the Recurring Messages tab.*
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Automatic accounting and driver balance

Once you have set up Automatic Accounting in the Admin Panel, it’s time to configure this feature in the

Dispatch.

• Choose Preferences

• Select the Accounts tab.

• Search for the driver and click on Create.

• The Create button will become a Details button. Click on this and you will get a pop up that will

allow you to transfer funds to the driver.

If you are new to Automatic Accounting please check the following article first with step-
by-step instructions: http://www.manula.com/manuals/taxicaller-nordic-ab/special-
features/1/en/topic/automatic-accounting-for-drivers
*

If you don’t see an Accounts Tab, you may need to change the permissions from the
Admin Panel – Settings – Permissions. Scroll down to Bank read and Bank write and set
the appropriate permission levels.
*
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Change your Preferences
You can customize some aspects of the dispatch by going to the Preferences tab.

View Settings
• From the Preferences tab you can open the Jobs Overview and the Map in separate windows

instead of the embedded form that is the default.

Job Editor and Search
• If Move to location is active, the map is going to automatically center the location entered in the

pick-up location when you create a job.

• If Filter vehicles on job options is active, the map will only display the vehicles that have the tags

you have selected in the job options. Otherwise you can control these filters from the map itself.

• Some of the search options include to switch your default search provider between Google Places

and Google Geocode. The former is best for landmarks like monuments, restaurants or museums.

The latter is best for address searching.
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Notifications

Select how you would like your notifications delivered, a dialog can open (pop-up) and a sound can play.

You can preview the sounds by clicking on the speaker icon.
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