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FASTTRAK CLYMUD
Group Management CSV Import Help File

For Fasttrak cloud staff receiving .CSV manifests from Destination management clients for import
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The following describes the functions as numbered above:

1. Group Name (Sony, IBM, Intel, etc.) required and most common or likely vehicle type can be selected from the
dropdown.

a. Contacts, Phone numbers and notes are for reference only for the specified group

2. Standard mode radio button and Batch Mode (new default)

a. Standard mode is our traditional method of dragging one (or more than one) into a vehicle type
container and then booking those as group reservations. - This traditional method will be abandoned
in the next release. We wanted to provide enough time and experience with the new batch method of
booking group reservations.

b. Batch mode will now be the default standard going forward and using a slightly different way of
helping the user select arrivals from departures, selecting venues with proper addresses in order to
price and properly map group orders. This method also allows the setting of the ordered by contact,
ordered by phone, reference PO & cost code, booking source, Trip categories and trip type

3. Import passenger button — Launches a form that aids in importing a customer .csv manifest. A sample template
is available that will AUTO-MAP your fields to the internal required database fields. Users have a choice of
importing the manifests as received from customers as long as the data from the sample template is
represented in the customer .csv then manually map their client manifest to the internal database fields
needed for proper booking.

4. Verify flight Area (after import) — update the flight pick up time for arrivals or set the pickup time for arrivals
and departures based on the flight time included in the manifest.

5. Download Template — Button to download the sample template that will AUTO-MAP if used and includes the
field that are available for booking.

6. Help Document — Launch this document for review of forms and procedures for managing groups.

7. Grid Export button — Exports the contents of the imported orders if the destination planner requests a
confirming manifest of what is in your system.



Button 3 — Above IMPORT PASSENGERS

&) Corporate Group Passenger Import O X

Passenger Import

Choose a CSVfile to import passengers from, then click the Load CSV File button. The contents of the file will be displayed in the grid below for review. If your CSV
file contains column headers in the first row, check the Has Column Headers box before using the Load CSV File button.

glue. o ommat tiles can be created

Import from CSV file: I\\Mac\Home\DesIctop\AIlstar.csv

Pickup !
Fst  lat  MNom D3O Py Pikup  Dropoff  Booking Fight it Fight .. Fight '
Name Name Passenge rid Time Location Location Category Time Type Number City )
Time) (origin/cor
Orando /17 Departure | 5302
Brian Holland 2/15/17 |16:00 THEW... |PHX 18:03 Departure | 3526 UA EWR
Thomas |Banks 2/15/17 |16:00 THEW... |PHX 18:.03 Departure | 3526 UA EWR
John Sheman 2/15/17 [18:00 THEW... |PHX 20:00 Departure | 1886 B6 BOS
Thomas | Tomchak 2/15/17 |8:45 THEW... |PHX 10:55 Departure | 3466 UA EWR
Ed Foss 2/15/17 |8:45 THEW... |PHX 10:55 Departure | 455 AA PHX
Ed Smith 2/15/17 |11:15 THEW... |PHX 13:15 Departure | 1539 DL ATL v
Field Mapping

To import passengers, you need to map the information in your import file to the

fields in the FASTTRAK system. Mappings:| [ First Name —> First Name )

Last Name —> Last Name
Num Passengers —> Num Passengers

CSVfield: ’ Notes ~ ‘ Pickup Date (or Date and Time) —> Pickup Date {or D
Pickup Time —> Pickup Time
FASTTRAK field: ‘ Notes w ‘ Pickup Location —> Pickup Location

Dropoff Location —> Dropoff Location

Map Field > Booking Category —» Booking Category \

* Last Name and Pickup Date are required FASTTRAK fields and must be mapped * << Remove

| ImportRecords || Cancel | E

Step one in importing is to make sure your customers manifest is in sufficient order and complete data for import or the
import will fail. Below is a sample of some departures that have been transferred from our customer’s excel manifest
into our template. The column names are important to remain static or UNCHANGED if you wish to have the system
AUTO-MAP the manifest column names to our internal designation for a successful import. This can save 10-15 minutes
per manifest. (Above is an example of a successful import with auto-mapping)

After getting your manifest in the template we provide, browse to the .CSV file and click upload. The HAS COLUMN
HEADERS needs to remain checked when using our template, then Click the IMPORT RECORDS at the bottom right.

Paste (VY D1 | & LHT |Vl = (EE[EE) (L Merge (T 70| 2 [ C60] R4 ‘F’;;::;"u',;;' s Insert  Delete  Format
| B9 1+ 8 @ (© fx| Rothstein
J A C [ o [ E ] F [ G [ H [ T 37 T K T&L] M [ N
1 [First Name LastName  Num Passengers Pickup Date Pickup Time Pickup Location Dropoff Location Booking Categor Flight Time Flight Type Flight Number Airline Flight City (origin/connectin Notes
2 |Phil Mango 2/15/17 13:30 THE WESTIN COf PHX 15:50 Departure 5302 DL LGA
3 |Brian Johnson 2/15/17 16:00 THE WESTIN COI PHX 18:03 Departure 3526 UA  EWR
_4 |Thomas  Banner 215/17 16:00 THE WESTIN COI PHX 18:03 Departure 3526 UA  EWR
5 |John Smith 2/15/17 18:00 THE WESTIN COI PHX 20:00 Departure 1886 86 BOS
6 |Thomas  Talllen 2/15/17 8:45 THE WESTIN COf PHX 10:55 Departure 3466 UA  EWR
7 |ud Franklin 2/15/17 8:45 THE WESTIN COIf PHX 10:55 Departure 495 A PHX
8 |Ed Smith 215/17 11:15 THE WESTIN COI PHX 13:15 Departure 1599 DL ATL
R susan 215/17 11:15 THE WESTIN COI PHX 13:22 Departure 41950 LGA



After click the Import Records button, a prompt will appear to perform a check of your import manifest data
&D Corporate Group Passenger Import O x

Passenger Import
Choose a CSV file to import passengers from, then click the Load CSV File button. The contents of the file will be displayed in the arid below for review. If your CSV
file contains column headers in the first row, check the Has Column Headers box before using the Load CSV File button.

== Comma Separated Value, or CSV, format files can be created using virtually any spreadsheet program by using the File/Save As optlon

Import from CSV file: |\\Mac\Home\Desk!op\All5tar csv | i [ Has Column Headers Loa le
~
Pickup
First Last Num Date(r  Pickup  Pickup  Dropoff  Booking  Flight Flight Fight  no Flight o
Name Name Passenge de Time Location Location Category Time Type Number e e
?!n {origin/con
ime
S — < T
Brian Holland 4 A EWR
FASTTRAK will now run a check to make sure data will be imported
Thomas Banks 4 @ propery. Are you sure you want to import passenger records now? A EWR
John Sheman 4 ¢ | BOS
Thomas | Tomchak 4 A EWR
Ed Foss ] ‘ 4 PHX
Ed Smith P | L ATL v
Field Mapping -

To import passengers, you need to map the information in your import file to the

; Mappings: [ First Name —> First Name ~
fields in the FASTTRAK system. Last Name —> Last Name

MNum Passengers —> Num Passengers

CSVfield: | Motes ~ | Pickup Date (or Date and Time) —> Pickup Date {or D
Pickup Time —> Pickup Time
FASTTRAK field: | Notes ~ | Pickup Location —> Pickup Location

Dropoff Location —> Dropoff Location

Map @ }; I Booking Category —> Booking Category e

= Last Name and Pickup Date are required FASTTRAK fields and must be mapped *

Managing your Manifest after IMPORT

) Edit Group ‘ <
Group Information WM ic t / Reservation Creation (Batch mjﬁl I
e
roup Name: |[TEST GROUP Notes:
icle Type: l <None> & l
Contact 1: I | Phone: [ |
Contact 2: I | Phone: l |
(O Assign Passengers in standard mode [] Adiust Time for Verification (when no Flight Time is specified)
I @ Assign Passengers in batch mode (defaut) | % ImportPassengers | |- Veri 0 hours
[] Update Pickup time to the Verified Arival time. (Amivals Only)
Group Passengers "

Drag a column header here to group by that column

™ T

| Anderson/Kip 02/15/2017 .. : 02/15/201... |Departure ]
| apfelbaum/... 02/15/2017 ... 5 02/15[201.‘. Departure [}
' Banks/Thomas 02/15/2017 ... THE WESTI... PHX 18:03 02/15/201... Departure UA 3526 =]
1 Bappert/Mike 02/15/2017 ... THE WESTIL... PHX 17:00 02/15/201... Departure UA 220 ™ ]
" |Berg/Chris 02/15/2017 ... THE WESTL.. PHX 17:43 02/15/201... Departure DL 4524 ]
' Bohnet/Jack 02/15/2017 ... THE WESTL.. PHX 10:55 02/15/201... Departure AA 638 ]
I Brown/Tom 02/15/2017 ... THE WESTI... PHX 15:27 02/15/201... Departure AA 2086 [}
" Bull/Christie 02/15/2017 ... THE WESTI... PHX 15:12 02/15/201... Departure DL 1647 =]
= Burke/Bryan 02/15/2017 ... THE WESTIL... PHX 15:20 02/15/201... Departure AA 3671 [~}
" |cainfRyan 02/15/2017 ... THE WESTI... PHX 15:12 02/15/201... Departure DL 1647 ]
1 CarrollMark 02/15/2017 ... THE WESTIL... PHX 17:30 02/15/201... Departure AA 627 =
|| casey/Dan 02/15/2017 ... THE WESTL... PHX 15:12 02/15/201... Departure 7 3467 =]
| Charlton/sc... 02/15/2017 ... THE WESTL... PHX 16:25 02/15/201... Departure UA 709 =]

Chiavarone.. 02/15/2017 . THE WESTI.. 15:30 02/15/201... Departure ™}

From the above form, you can verify flights for all arrivals and departures. If managing flight crews and the manifest has
pickup times but no flight arrival times, the controls on the upper med-right can verify flight based on your information
less 1 or 2 hours. If desired it can also set the scheduled flight time in the manifest.



Transferring manifest orders to reservations

Manifests include text items for a destination venue for example. The system sees that only as text. The Area on the
left allows the user to select a VENUE from your internal venue list that will have the correct address for google
mapping, driver apps, drivers web-applications and auto-pricing if needed.

The RED outlined area below must contain the following:
e Asection of the customer for which the orders are being made.
Vehicle Type for the Selected items
Venue selection for mapping
Overrides for Trip Type and Pick-up time if needed
To ensure proper document distribution, select an ORDER by Contact & insert Phone
Optional Fields:
o Reference PO & Cost Code Fields
o Booing Source
o Trip Category & Trip Type

& Edit Group X
| Group Information | Vehicle AssignmerE J/ Reservation Creation (Batched)
Group Details

Customer: | <Select> iaﬁ‘ EJ

Vehicle Type: ~ [7

Venue: | <None> v

@ Pick-Up O DropOff  Est. Hours: \II
Retain Import Notes in PU/DO (prepends to venue info)?
Set/Overide Values @

O Trip Type: Amival Departure Ground

[ Pick-up Time: £ 1 ‘ |
Oned /ot °
e o Concote [ ||
T Catn : ~
Trip Type: |A-B Transfer v dd One Row (above) as Single Reservation (Multi-Select Available) Add Multiple Rows (above) as Single Reservatiol
” Batch Id [ Pid(-i.pp Date | Trip Type Customer ... | NumPasse... |Passenger... VehideType Reservatio... Reference... CostCode Booking So... | Trip Categ... | Trip Type
] ——————————— >

J |
[' Download Import Template_| |@ e Doaument | | o I[ cancel |




Managing manifest orders into single or multiple passenger into a single order.

&) Edit Group x

Group Information | Vehicle Assignment / Reservation Creation (Batched)

T | Pokwoae  2Neme s Pk Dok | FighiTime

FonT (A (Fonts
S 02/15/2017 6:15 AM  Apfelb.. THE WE.. PH: 8:25 Departure DL
Custe T JAUTH 123 =
Vehice Type: [SEDAN DI o=/ T [mewe —

| Venue: |WESTIN CONVENTION CENTER (THE)

@ Pick-Up (O Drop-Off Est. Hours: 1 i 02/15/2017 11:15 AM Anders... THE WE... PHX 13:50 Departure  AA 4363
Retain import Notesiin PU/DO prependa to veruse info)? 02/15/2017 11:15 AM Harper... THE WE... PHX 13:50 Departure  AA 4363
Set/Ovesride Vaiues @ | |02/15/2017 11:15 AM Rothst... THE WE... PHX 13:22 Departure DL 4195
02/15/2017 11:15 AM Smith/Ed THE WE... PHX 13:15 Departure | DL 1592
(] Trip Type: Amival Departure Ground = .
02/15/2017 12:00 PM Holick/... THE WE... PHX 14:31 Departure | AA 1426
[ Pickup Time: [02/15/2017 illls {25 ]l anad] | 02/15/2017 12:00 PM Pedidin... EWE... PHX 14:10 Departure  UA 4496
02/15/2017 12:00 PM Poeppl... WE... PHX 14:55 Departure  UA 6191
Grotasael By / Contact () © | 02/15/2017 12:00PM  Strubel... THENWE... PHX 14:31 Departure | AA 1426
- | |02/15/2017 12:00 PM_ Tustin... THE WE... PHX 14:10 Departure  UA 446
02/15/2017 1:00 PM  Bull/Ch... THE WB\.. PHX 15:12 Departure DL 1647
Ref. PO /Cost Code: [234 | ' 02/15/2017 1:00PM  Burkef... THE WE.\ PHX 15:20 Departure  AA 3671
Booking Source: m | |02/15/2017 1:00PM  CainfR... THE WE... \ PHX 15:12 Departure DL 1647
) 02/15/2017 1:00PM  Caseyl... THE WE... RHX 15:12 Departure  UA 3467
oo Cotegry o ] = \
Trip Type/ m | Add One Row (above) as Single Reservation | I (Mutti-Select Available) I Add Multiple Rows (above) as Single
Batchid  Pick-up Date | Trip Type Customer ... | NumPasse... Passenger ... Vehide Type  Reservatio... . e | BookingSo... TripCateg... TripType

I Download Import T% J I

Use the buttons at the bottom of the upper right grid, to add one row as a SINGLE reservation or select multiple rows
and click the add MULTIPLE passengers in a single group reservation. See Below

&9 Edit Group x
[m Vef;ﬁ Assignment / Reservation Ereaﬁon (Ba&ed)
Group Details - S— ~ Pick-up Date + Name  #Add.  Pickup... Drop-of... FlightTime FlightT... Airine  Flght#  jal
» 02/15/2017 1:00PM  Stahl/s... PHX 15:08 Departure B& 1686
Cumomer, @l @ | |02/15/2017 1:00PM  Sterzel... PHX 15:08 Departure  B6 1686
Vehicle Type: | SEDAN & \ [ | | 02/15/2017 1:00PM  Whale... PHX 15:08 Departure  B6 1686
| |02/15/2017 1:00PM  willer/... PHX 15:08 Departure  B6 1686
WESTIN CONVENTION CENTER (THE) = " |02/15/2017 1:00PM  Winkel... PHX 15:12 Departure  UA 3467
Pick-Up Drop-Off s 1 = 02/15/2017 1:30 PM  Brown/... THE WE... PHX 15:27 Departure  AA 2086
Retain Import Notes in PU/DO (prepends to venue info)? 7 02/15/2017 1:30 PM  Chiava... THE WE... PHX 15:30 Departure  AA 1879
Set/Ovemide Values @ | 02/15/2017 1:30PM  Fadeol PHX 15:30 Departure  AA 1879
02/15/2017 1:30 PM  Frankii... THE WE... PHX 15:30 Departure  AA 1879
Trip T Amival Departure Ground —
02/15/2017 1:30 PM  Getz/l... THE WE... PHX 15:27 Departure  AA 2086
Pick ‘ ~ Q“ _4‘ | | |02/15/2017 1:30PM  McInis/... THE WE... PHX 15:27 Departure  AA 2086
| 02/15/2017 1:30PM  Morro... THE WE... PHX 15:50 Departure DL 5302
[ o : 02/15/2017 1:30 PM  Mosko/... THE WE... PHX 15:30 Departure  AA 1879
02/15/2017 1:30 PM  Orland... THE WE... PHX 15:50 Departure DL 5302
s 02/15/2017 1:30 PM  Robin PHX 15:30 Departure  AA 1879
234 5678 02/15/2017 1:30 PM  Sienal... THE WE... PHX 15:50 Departure DL 5302
LimoLink | 02/15/2017 1:30PM  WoIffY... THE WE... PHX 15:50 Departure DL 5302
== ; 02/15/2017 2:00 PM  Charlt... THE WE... PHX 16:25 Departure  UA 709 3|
Tr A - B Transfer
Multiple Pas..

- a
[! Create Reservation(s) J |
Download Import Template | @ Help Document | o< J canel

At the bottom, you can return the orders to the upper grid or on the left batch process all bottom grid group
reservations into your main dispatch screen.



The system will tell you the number of orders you have left to combine and process.

& Edit Group X

m\lehide Assignment / Reservation Creation (Batched)

Stahl/s... 15:08 Departure
G
omer L) li Sterzel... THE WE... PHX 1508 Departure B6 1686
Vehicle Type: |SEDAN v | " |02/15/2017 1:00PM  Whale... THE WE... PHX 15:08 Departure  B6 1686
| |02/15/2017 1:00PM  Willer... THE WE... PHX 15:08 Departure  B6 1686
Venue: | WESTIN CONVENTION CENTER (THE) | " |02/15/2017 1:00PM  Winkel... THE WE... PHX 1512 Departure UA 3467
°! Pick-Up (' Drop-Off Est. Hours: | 1 : 02/15/2017 1:30PM  Brown/... THE WE... PHX 15:27 Departure  AA 2086
Retain Import Notes in PU/DO (prepends to venue info)? | |02/15/2017 1:30PM  Chiava... THE WE... PHX 15:30 Departure  AA 1879
Set/Override Values @ 02/15/2017 1:30PM  Fadoal... THE WE... PHX 15:30 Departure  AA 1879
= = = 02/15/2017 1:30PM  Frankii... THE WE... PHX 15:30 Departure  AA 1879
Trip Type: () Amival (@) Departure | Ground - o i,
e 02/15/2017 1:30PM  Getz/l... THE WE... PHX 15:27 Departure  AA 2086
Pick-up Time: g - 527 Departure | AA 2086
[ ) FASTTRAK x WP PAe
5:50 Departure DL 5302
/ : 3 There are 80 unassigned passengers. Would you like to continue and 5:30 Departure  AA 1879
Ordered By / Contact: |Ff fffff v L 4
create reservations without them anyway’ 5.50 Departure |DL 5302
Ordered By Phone: |yitye
— 5:30 Departure AA 1879
Ref. PO / Cost Code: |234 5678 | 5:50 Departure DL 5302
Booking Source: |LimoLink v E i 5:50 Departure DL 5302
”””””””” 15:25 Departure  UA 709 "
Trip Category: | Aiport v =
Trip Type: |A-B Transfer v ’ Add One Row (above) as Single Reservation J (Mutti-Select Available) l Add Multiple Rows (above) as Single Reservati

The orders will then appear on the main dispatch grid with the group ICON representing they were imported and
batched from a manifest.

) FASTTRAK CLOUD Ultimate+

ABC Limo Company, LLC February 15, 2017 5:18 AM
o AddBooking & Ground 4% Groups v | Documents v < ViewonLeft |/ Status Highight OFf| 2= Hide Dropped Jobs . Hide Quotations
4/ EditBooking ¥ Arrival 5 MapBooking  Send SMSTXT/EMail | = Grid &Timene | 4 View onTop Grid Export @ Hide Cancelled Jobs + Search e —
¥ Delete Selected .- Departure 3] Res. Notes 5O View Changes i, Visual Dispatch | € 1= CureniSians | L) Show All Columns [ Hide No-Show Jobs § lear Seah e
@ sore | (v (4 o (00 ] S 2 O s )z
12:00 AM

Drag a column header here to group by that column

) (SIS (2 e

I | 1
I ] [ [asTIRAK |
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Group Reservation represented after booking

&) Edit Reservation - Confirmation # 56862 - Booked - Created By eddie mccoy @ 02/15/2017 5:16 AM — X
| Chenge customer | [123/AUTH wd ~
aslbse Collection Details: | Collect v

|Hsav=liun'l’ype [ Ground | [+ Amival [+ o Credit Card In ion
&) Time Zone: | Local ~] Compary: [Auhnet TEST || o 1o viea svimoxiinn vI La@
Base Pricing Information
Passenger: [4 Passengers | Pricing Plan: | Defautt Pricing ~|

Pick-up Time (Local):
Estimated End (Local):

i Basl0 ~ Vehicle Type: | SEDAN v
Greet Sign Alias: 7 I Zone / Fixed Rate Pricing: |City Zone 1 -> Phoenix Sky Harbor Intl iﬁ
(“‘I{SE)T";Z@NVENTION CENTER W e ! Trefee e = = T
& Hourly Rates: | 2| | 2| [ 109.00] [ 218.00]
G Address 1: [2348 E cinnab hassengent mak L
: | okl ered By / Contact: | fif fff @ Additional Charges 1: 0 0 0.00 0.00|
Address 2: | Addiional Charges 22 [ o[ o|[ 000 0.00)

(Ordered By Phone: |yitye

City / State-Prov.: |Phoeﬂix

I REf. PO / Cost Code: R ‘
ostal Code / Country: 8502 [ ] 9 Botleof Water (55 - Subtoral. [ 500 &
i : I
! Bl oo ooy &) Addtional Gratuty Rate Subtotal:| 0.0
‘ geea 'passenger information below for I g lﬁmo o | [ $ Mo Rate Subtotal: 0.00

: |A- B Transfer || @ stops

9 Aiport Fee

Subtotal:[ 0.00]
Subtotal:[__ 5.00]
Subtotal:[ 9.99|
Subtotal:[ 0.0

Subtotal:|  22.80] a

Aiine / Flight or Tail #: |American Ailines (... (@) 1638 ]

Departure Time: w

Deproe A m ' j|EXT= e

Gommectng A e e v ... @B | @ >

Trip Notes: Affiliate Notes: i Doves Grotsty

v ||l PayCommissonAgents || Toma: | ZEl
Document Cortracts: | <Company Standard Contracts> VI [EWiPN [ Requires Special Handiing |__Pay Affiiate, Hostesses & Guides |

[ Save s Quotation oniy |& Repeat J[O copy | [= mextsegment || mows | | ok [ cenel |

g

o

e
o

3
=l

The order post the venue with addresses and the flight information contained in your manifest. This will auto-price to
your zones, if any.

Below, are the passengers listed separately in the passenger list.

0 Edit Reservation - Confirmation # 56862 - Booked - Created By eddie mccoy @ 02/15/2017 5:16 AM - X

123/AUTH wad| I Lo
12{ {9 Add Reservation Passenger or Stop

Reservation Venues Passengers [4] Search Within Fields (Contains) M Edit | E

Default Sort: (@ Name (O Description g @@
|| 1130-The Restarau... AZ-Restaurant 455N. 3rd St Phoenix AZ 85004
|| 5th & wine AZ - Restaurant 7051E. 5th Ave Scottsdale AZ 85251 usAa
|| ADifferent Point of... AZ -Restaurant 11111N. 7th St. Phoenix AZ 85022 UsA
" | Ak-Chin Pavilion AZ -Entertainment... 2121N. 83rd Ave. Phoenix AZ 85035 UsA
G ™ Ak-Chin Southern ... AZ-Golf Courses 48456 Arizona 238 Maricopa AZ 85139
1 Alliance Beverage ... AZ - Corporate 1115 N. 47th Ave. Phoenix AZ 85043
|| Aliance Medical Gr... AZ - Misc 10232S. 51stST Phoenix AZ 85044
City / S8 aloft - Phoenix AZ-Hotel 4450 E. Washingto... Phoenix Az 85034 UsA
Postal Code I Aloft - Tempe AZ-Hotel 951E. Playa Del N... Tempe AZ 85281 usa
| Aloft - Tucson Univ... AZ - Hotel 1900 E. Speedway ... Tucson AZ 85719
S Add P Amara Dacart-Cad A7 - tintal 100 Amara Lans Sadnna Az as328

Num Pass/Stops!

from the top ion and click [, Sel d ltem as F 'Stop] to update reservation.

Airline / Flight o v
Departy Passenger 1
Departun : 02/15/2017 8:45 AM Passenger Ellis/andy Pick-up: THE W... 2
02/15/2017 8:45 AM Passenger Foss/Ed Pick-up: THE W... 8
Conr 02/15/2017 8:45 AM Passenger Tomchak/Thomas Pick-up: THEW... 4
=
ocmong|  These changes will NOT be saved until you click OK on the reservation form. Lo ] cancl )

[ Save as Quotation only | nNextsegment ||& motes | | ok || concel |




Group passengers represented on the main dispatch Grid.

) FASTTRAK CLOUD Ultimate+ - a X

ABC Limo Company, LLC February 15, 2017 5:19 AM ‘
o« AddBooking ¥ Ground 4% Groups v | Documents v 4 View onLeft
4/ EditBooking ¥ Arival 3% MapBooking  Send SMSTXT/EMail | 4 View onTop

K Delete Selected */- Departure [7] Res. Notes  §® View Changes @ Hide Current Status

®

+ | & & &

B® e

SEDAN

Click the PLUS (+) sign at the far left of the grid to expand the group passenger list. From this view, edits can be made.

Using the Group Management drop down, you can select to move passengers from one group to another and to add
additional passengers when notified without to back to the original manifest



