Tech Tip Tuesday—May 2, 2017

Coordinator

As we all know, Livery Coach can automate a lot of notifications from within a trip—such as a 24-hour
Trip Reminder, Chauffeur Information, or even status changes while the trip is taking place.

These can be set up for the booker, the passenger(s), or both.

But what happens when you have a person (or people) who want to get some of these automated
notices but they aren’t the booker or one of the passengers?

The answer: Coordinator.

A Coordinator is a person (or multiple people) that can be added to a trip, so that the automated
notifications (such as Chauffeur Direct) can be set up. The idea of a coordinator is similar to that of a
passenger—you can add them from contacts, or “ad hoc” as one-time coordinators.

To access the coordinator area of a trip, open the trip and click on the Features tab. At the lower
portion of the screen, there is the list of Coordinators (if any), along with a Set button.

a5l Trip Detail - 9003863 - LongCar Limousine Company 625

Eile  Trip View Options Window Help

= Hextall, Ronald [ Suway | Opion [V

(D Mon 04/17/17 07:00 PM signed) Reminders

=

= == 05D 0|H 0 > Mins Before Dwelling Ti

PU| Wells Fargo Center _I|_ Ronald Hextall - | B2YS -] Hrs | Mins BElore Lweing ime

— — | ~ | Set |
DO Residence ? Unassigned E e —
= = | Remove
| Account: Livery 10 In House e —
L) e - | Clear |
g L Call Forwarding Settin

& ‘% L9003660 07/06/16 07:00 P Number: .
| Q | C|VIP  [C] Mo Farm-Out | Driver Guy Acknowledge | i | Forwards to: no chauffeur assigned ye

| Call Forwarding Requires

| o | [ | No Flight Time Change On Pickup Time W | ." | =

Coordinator

4

Dispatch Note: i

[ save || ext | [Agentiote | [ avaiabiity | | << Summary R
| 9003863 | o7/06/1611:36AM | frank |£|
Last Update (Orig Trip #9003660, MakeRecuring Trip) L] Exclude from Auto-Close
1"1‘:-‘1 F::-'Zzé’;; 4/17/2017 11:14:26 AM
P DE‘\EliiE\w‘I;'-““H‘|I Viewed 4/17/2017 11:14:26 AM Confirm | | Copy Trip Wizard | | File Attachment | |E| |Z| |E|

When you click on the Set button, you can search for a coordinator, or simply type in the info on the
lower right screen—in either case, click Add to add the coordinator to the trip.
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Once the coordinator is added, you can highlight the coordinator and click the Chauffeur Direct button

to set the desired behavior for that trip.
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