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DISPATCH GUIDE

Manual Assighment

Manual assignment lets Dispatch place a trip on a specific journey - for example when an unserved,
late or VIP rider must meet a schedule, or must travel with a specific driver or vehicle. Because this
overrides the Everrun Planner's optimization, a few preparation steps are needed first.

ROLE WHERE COVERS
Dispatch Trips - Journeys - Manual Prepare - Assign - Re-plan
Assignment

The process at a glance:

1. Take the trip out of planning.

2. Take the journey out of planning.

3. Assign the trip to the journey on the Manual Assignment screen.

4. Put the journey back in planning once the new pickup stop is locked.

1. Take the trip out of planning

Step 1. Go to the Trips screen and find the trip you want to assign manually.
Step 2. Click the ¥ arrow next to the trip number and select Unassign Trip.

= [ Stratford ] Trips

Email (Nickname) Pick Up Drop Off
1V SM_LLOCO171EASAOBASRENPII TS[1025] Service Canada(NB) TS[1001] Transit Terminal 1
2w ES_LLOCO171EASAOBAIKSVVEl TS[1001] Transit Terminal TS[1000] Garage 1
o SM_LLOCO171EASAOBASRENP)I TS[1025] Service Canada(NB) TS[1001] Transit Terminal 1

Cancel Tri

View Journey

View Journey (Rider view)
Create return Trip

Figure 1: Open the drop-down arrow (1), then select Unassign Trip (2)

Step 3.  Click Ok on both confirmation messages.

Unassign Trip

Do you really want to unassign this trip? H Trip status is: [Assigned]. Are you sure you want to unassign this
trip?

@b Cancel j o ‘m‘

Figure 2: Click Ok on the first (1) and second (2) confirmation
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Step 4. The trip row turns yellow. Its Status changes to Not Assigned and In Planning to No.

1
Email (Nickname) Pick Up i Pick Up/Drop Off Status In Planning 1Is Active?
| Pick Up After Assign.
iv 9M_LLOCO171EASAOBASRENPIF TS[1025] Service Canada(NB) | | 2026/11/03 10:35PM  [FFTT Yes Yes
! Tolerance: 16 min, “_
! Pick Up After acsioned
P ES_LLOCD171EASAOBAIKSVVEl TS[1001] Transit Terminal ! 2026/11/03 10:40 PM o < o Yes
! Tolerance: 16 min.
| Pick Up After
@ 9M_LLOCO171EASAOBASRENPIF TS[1025] Service Canada(NB) ! : Not Assigned e Yes
1 Tolerance: 16 min,
H

Figure 3: The unassigned trip - Not Assigned (1) and out of planning (2)

I TIP The trip drop-down is also available on other screens in Everrun. Use whichever is quickest for you.

2. Take the journey out of planning

A journey that is out of planning gets no new or rescheduled trips from the planner, but the driver still
completes its current trips and any trips you assign manually. You can put it back in planning later.

Step 1. Go to the Journeys screen. Click the W arrow next to the journey number and select Out of

Planning.
[ Stratford ] Journeys - 2026/11/3
Name Start Time Length Driver
o Journey A 22:15 gh Anon, Anon

Log This
View Journey
View Journey (Rider view)

Display Journey Excernal 1D
Clone Journey

Figure 4: Open the drop-down arrow (1), then select Out of Planning (2)

Step 2. A confirmation message explains that the journey and its trips will be taken out of planning. Trips
already on the journey keep their current assignment. Click Ok.

Change Planning Status

Journey and its trips will be taken out of planning.Are you sure
you want to change the planning status?

Figure 5: The Change Planning Status confirmation

Step 3. The journey row turns yellow and In Planning shows No.

Name Start Time Length E Status Vehicle Type In Planni Service Type
i v JournevA 22:15 8h ! In Action Full Size Bus [no | ceneraL_s2s

Figure 6: An out-of-planning journey
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3. Assign the trip to the journey

Manual Assignment

Step 1. Select Manual Assignment in the left-side menu.

4|A|| ODT
Role:

Stratford Transit
Stratford

Accounts

Filtered Accounts
Filtered Para Accounts
Quick Trip

Create New Trip
Events

Para Trips
Conventional Trips
Trips

Cancelled Trips
Bocking Suspended Trips

[Manual Assignment

Active Journey Locations

Manual Assignment for

Un-assign trips
Email (Nickname)

1 9M_LLOCO171EASADBASRENP.

Figure 7: Manual Assignment in the left menu

Step 2. Under Un-assign trips, click the number of the trip you took out of planning.

Manual Assignment for Stratford on 2026/11/3

Un-assign trips
Email (Nickname)

Q @ 9M_LLOCO171EASAOBASRENPII TS[1025] Service Canada(NB) TS[1001] Transit Terminal

Pick Up

Filter:

| Page 1 of 1 [Total: 1]

Drop OFf Load

Rider#: 1

Figure 8: Click the trip number (1)

Wheelchair#: 0
Escort#: 0

Requested Time

Pick Up After 2026/11/03
10:57 PM Tolerance: 16 min.

Step 3. The trip turns blue, and Available Journeys lists the out-of-planning journeys that can take it. Click
the number of the journey you want.

Manual Assignment for Stratford on 2026/11/3

Un-assign trips
Email {(Nickname)

Pick Up

Filter: |

| Page 1 of 1 [Total: 1]

Drop OFf Load

Regquested Time

9M_LLOCO171EASAOBASRENPII TS[1025] Service Canada(NB) TS[1001] Transit Terminal

Tider#: 1
Wheelchair#: 0

Pick Up After 2026/11/03
10:57 PM Tolerance: 16 min.

Escort=: 0
Available Journeys Page 1 of 1 [Total: 1]
Start Time Length Service Type Vehicle Start Location
10:08 gh GEMERAL_S2S 1571:Full Size | 0 \n anon | TS[1001] Teansit Termins)

o

Bus

Figure 9: The selected trip (top) and the journey to click (1)

NOTE Address, POl and PARA trips can only be assigned to journeys of a matching type, so only those

journeys are listed.
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Step 4. Theright side of the screen shows the journey's details and its list of stops. The new trip's pickup and
drop-off stops are highlighted at the end of the list.

Assigning trip: [Anon] 22:57 Pick Up After from TS[1025] Service Canada(NB) to TS[1001] Transit Terminal &
Selected Journey for trip assignment

Jotrney Journey &

Planned Date 2026/11/3

Planned Time 2026/11/03 10:15 PM

Length &h o

Vehicle Type: Full Size Bus
Vehicle: 1571
Driver: Anon, Anon

(CSubmi Assignment |o

‘@

Anon
3 Pick Up After
1P TRPO1A1A22DCO49YWFMBZIRLL 1037 PM

TS[1025] Service Canada(NB)

Stop #2 TS[1001] Transit Terminal

Stop #4 TS[1025] Service Canada(NB)

Anon
Pick Up After
1P TRPO1A1A22E2391DKEXYGEQHZP 1038 PM
TS[1025] Service Canada(NB)
Stop #5 TS[1001] Transit Terminal
Stop #6 TS[1000] Garage
lsmp #10 TS[1025] Service Canada(NE) |
Anon
Pick Up After
1 TRPO1A1A4ASDAF6LFQBLLTUDY Sl
TS[1025] Service Canada(NB)
Stop #11 TS[1001] Transit Terminal
Anon
Pick Up After
11p TRPO1A1A4ASDAF6LFQBLLTUDY e
TS[1001] Transit Terminal
v

Figure 10: The selected journey and its stops

What to do

#
1

Journey details Check that this is the right journey, vehicle and driver.

The pickup (1) and drop-off (|, ) stops for the trip you are assigning,

New trip’s stops highlighted in yellow.

Click and hold the blue header of a stop, then drag it up or down to change its

3 Stop header position.

n Submit Assignment Click once the stops are in the right order.

IMPORTANT Locked stops: when the driver is en route to a stop (Stop A), that stop and the one after it
(Stop B) become locked. Locked stops cannot be moved in Manual Assignment, so place the new trip's
stops after them.

This keeps the driver's immediate route from changing while they are driving, in line with driving laws.

Step 5. Drag the new pickup stop, then the new drop-off stop, to the positions where the vehicle should
serve them. The pickup must come before the drop-off.

Step 6.  Click Submit Assignment, then Ok on the confirmation message.

I TIP To assign more trips, repeat steps 2-6 for each one.
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NOTE Always check where the trip was placed: open the journey from the Journeys screen and confirm
the pickup and drop-off stops.

4. Put the journey back in planning

Once the trip is assigned, the journey can go back in planning - but only after the new pickup stop is locked.

IMPORTANT A journey's next two upcoming stops are locked and cannot be moved. If you put the journey
back in planning before the manually assigned pickup stop is locked, the planner may move the trip to
another journey.

Step 1. Watch the journey until the manually assigned pickup stop becomes one of its next two stops.
Step 2.  On the Journeys screen, click the W arrow next to the journey number and select Set in Planning.

[ Stratford ] Journeys - 2026/10/31

Name Start Time Length

0 Journey A 06:00 10h Allan, Billy
Log This

View Journey

View Journey (Rider view)
Deactivate

Set Readiness

Display Journey Excernal ID
Clone Journey

Figure 11: Open the drop-down arrow (1), then select Set in Planning (2)

NOTE Example: the journey is at stop 1 and you added the manually assigned pickup as stop 4. Wait until
the vehicle is en route to stop 3 - stop 4 is then locked - before putting the journey back in planning.

After the journey is back in planning, the planner may change the order of later (unlocked) stops to keep plans
efficient.

5. Key points to remember

e Ajourney that is out of planning will not receive new trips from the planner.
e When an in-planning journey with trips is taken out of planning:

- its trips stay on the journey and also count as out of planning, so the planner will not move them
to other journeys;

- the Driver app and Rider app carry on as usual;
- it stays out of planning until Dispatch puts it back in planning.

e When the journey is put back in planning, all its trips go back in planning too. Unlocked trips may then be
moved, for example by the Global Optimization feature.
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