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m Create an account through the link sent in the invitation e-mail and login.
https://reception.taxicaller.net/app/aarontaxi




RECEPTION TOOL CREATING A TRIP

1 Select ‘BOOK A TRIP’ at the top of the page.

Enter the PICK-UP address and DELIVERY
address in the address bars at the top.

You can select to book a trip for NOW or
3 LATER by clicking the radio dial button that
best suits your taxi needs.

a4 You can indicate whether itis a
SINGLE TRIP or RETURN TRIP.

The RETURN TRIP option will book 2 separate trips
(with reversed route for 2™ trip). In order to create a
RETURN TRIP, you will be prompted to enter a
pickup time for the return leg.

List the number of passengers
that require the taxi.

This lets the dispatcher know if they should send a
car or van to do the trip. If you are travelling with
luggage, you can also indicate how many bags you
have with you so an appropriately sized vehicle

is dispatched.

The PASSENGER DETAILS section should be completed with your
NAME (last name is optional) and EMAIL ADDRESS.

Make sure to add the client’s personal information on booking.
Otherwise, updates will be sent to the default contact on the account file.

Under ADDITIONAL DETAILS this is where
7 you can specify the vehicle type you require.
Please note there is also an option for an
ACCESSIBLE vehicle.

To arrange a Luxe ride, select Company
“Aaron Luxe” and Vehicle type as
“Luxe”. Higher rates will apply.
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RECEPTION TOOL CREATING A TRIP

E Under the PAYMENT section, you can
choose from the following options:

BILLED: This is for the monthly billing account
holders. We will invoice you once a month for all trips
taken on a monthly time frame. Your account must
be approved by management for this service prior to
using it.

E-TICKET: This is for pre-paid digital vouchers for
special events. Contact us for more information
regarding e-tickets.

DIRECT: For use when a client intends to pay for a
taxi at the conclusion of their journey.

REFERENCE: You have the option to

track your taxi orders with a PO number or
reference number. Enter the number in the
Reference field. It will display in your history
log and your invoice (if applicable).
We can set this option as mandatory for
your bookings if you like.

E Click BOOK at the bottom of the page.

Book button is clicked then you get the
confirmation with estimate of cost and
duration of trip as well as a snapshot
of trip details.

Once book button is clicked, a confirmation
@ screen with estimate of trip cost and
duration will appear. Please confirm that the
details are correct. Click confirm and your
vehicle(s) will be dispatched at the time
you've indicated (right away for ASAP calls).
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RECEPTION TOOL CREATING A TRIP

Once you have booked your trip, you can click
E on OPEN BOOKINGS to view your trip has been

booked. The status will show as CALLOUT when
it is on the way.

PREBOOKINGS

Prebookings will appear in the “open bookings” tab.
They can also be edited, copied or cancelled here
as well.

Whether an immediate call or a pre-booking, you’ll
receive an estimate of time and cost each time you
place an order.

should you need to between the time of order

You have the ability to EDIT, COPY or CANCEL JOB
and pick up.
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RECEPTION TOOL CREATING A TRIP

15 Once the trip is complete, the trip will now show up in the CLOSED section as well as the HISTORY section.
Within the HISTORY section you have the ability to pull reports by date or time frames for all account jobs.

16 An EMAIL RECEIPT will be sent to the email address provided.

In the ACCOUNT section, you are able to invite other team members to use the portal and
create a list of frequented locations for easier booking.

17

ADDITIONAL FEATURES

YOU CAN LOOK AT YOUR HISTORY TO REVIEW PREVIOUS TRIPS

WE CAN CREATE CUSTOM REPORTS
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RECEPTION TOOL

Create similar trips quickly and easily be copying

1 a trip from open or closed bookings. Easily flip
addresses using the “swap” icon to make creating
return trips simpler.

Need more than one vehicle? Easily create multiple
2 bookings under “amount of jobs”. Each booking will
be a copy of the original.

Always provide as much information as possible to

3 ensure the journey . You can add info such as “pick
up at side door”, room numbers or flight numbers
right in the booking window.

If ever you’re unsure or think something may be amiss,

we’re available 24/7/365 at 705-670-0000
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MOBILE APP

Did you know you can also access your account’s benefits from our mobile app?
Contact us to link your account today. Download our mobile app at aarontaxi.ca

Accounts linked to your mobile profile can be managed and selected
under the “payments” option.

Require assistance?

We’re available 24/7/365 at 705-670-0000 and happy to help you.
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