
    

 

https://newtardishtml.transendsolutions.net/ 

 

PORTAL USER GUIDE 
08007310589 

heather@tardishire.co.uk 

nikki@tardishire.co.uk 

User Name:      Password:  

 

Welcome to your Portal. In this user-guide 
LΩǾŜ ǇǊƻǾƛŘŜŘ ŘŜǘŀƛƭŜŘ ƛƴǎǘǊǳŎǘƛƻƴǎ ǘƻ ŜŀŎƘ 
feature of the portal. 
 

The first screen you will arrive at will be 
your log in screen. You can find log in 
details for your account(s) at the bottom 
right-hand side of the document. 

Some points to look out for: 

After 10 minutes if the portal has not been 
used then it will log you out. 

If one user is logged in and another user 
logs in with the same details this will kick 
the original user who was logged in out of 
the portal. 

If the password is input incorrectly 3 times 
then the username will be locked out, if 
this happens please contact Heather or 
Nikki and provide the username which has 
ōŜŜƴ ƭƻŎƪŜŘ ƻǳǘ ŀƴŘ ǿŜΩƭƭ ǳƴƭƻŎƪ ƛǘ ŦƻǊ ȅƻǳΦ 

Username and password are case-sensitive 

th5Ωǎ ǿƛƭƭ ǎǘƛƭƭ ōŜ ǎŜƴǘ ǘƻ the original email 
when your contract was set up (site 
specific) and with invoices as per your 
standard procedure 
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Once logged in you will be introduced to 
the screen shown on the right 

The main field you will use to search in will 
be ά¢ƛŎƪŜǘ bƻέ ƘŜǊŜ ȅƻǳ ǿƛƭƭ ƛƴǇǳǘ ȅƻǳǊ Ŧǳƭƭ 
order number (e.g. 0419831) 

hƴŎŜ ȅƻǳΩǾŜ Ǉǳǘ ǘƘŜ order  number you 
can either search all dates or select a time 
ŦǊŀƳŜ ǳǎƛƴƎ ǘƘŜ άǎŜƭŜŎǘŜŘ ŘŀǘŜέ ŦƛŜƭŘΦ  

We would recommend selecting a time 
frame as searching all can take a long time 
ŘŜǇŜƴŘŜƴǘ ƻƴ Ƙƻǿ Ƴŀƴȅ Ƨƻōǎ ǿŜΩǾŜ ŘƻƴŜ 
on the order number and it can also span 
across a few pages if you search all 

hƴŎŜ ȅƻǳΩǾŜ ǘȅǇŜŘ ȅƻǳǊ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ 
click go and this will bring up all the search 
results for the order number you 
requested.  

On the next page this will show you what 
the search results will look like. 

Search Criteria 
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Completed Search (Tanker Service) 
On customersΩ own unit 

!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ΨDƻΩ ŀƭƭ th5Ωǎ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ ŎƻƴǘǊŀŎǘ 
number you searched for will show up in the 
Ψ¢ƛŎƪŜǘǎΩ ŦƛŜƭŘ ƻŦ ǘƘŜ ǇƻǊǘŀƭΦ 

!ōƻǾŜ ǘƘŜ Ψ¢ƛŎƪŜǘǎΩ ŦƛŜƭŘ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘŜ ŘŜǘŀƛƭǎ ŦƻǊ 
the customer that relate to the order number 
ȅƻǳΩǾŜ ǎŜŀǊŎƘŜŘ ŦƻǊΦ Lǘ ǎƘƻǿǎ ȅƻǳ ǘƘŜ Ŧǳƭƭ ŀŘŘǊŜǎǎ 
along with the ticket number (this quotes our 
contract number alongside your order number) 

In this search example I have selected to show all 
dates rather than a period of time to show you a 
variety of different tickets: 

1. The first ticket on the list shows a job is 
pending ōǳǘ ƘŀǎƴΩǘ ōŜŜƴ ŎƻƳǇƭŜǘŜŘ ȅŜǘΦ ¸ƻǳ 
can see this as the first column is your route 
date but in the arrived column there is no date 
or time and the status shows incomplete 

2. The second ticket down shows that the ticket 
was routed for the 12.01.18 and the status is 
complete. The arrival time has been stamped 
as 12.01.18 at 3.03pm. 

3. The third ticket down was routed for the same 
ŘŀǘŜ ōǳǘ ȅƻǳ Ŏŀƴ ǎŜŜ ƛƴ ǘƘŜ ΨǘƛŎƪŜǘ ƴǳƳōŜǊΩ 
column that although this was for the same 
order number your end it was a different 
order ƴǳƳōŜǊ ¢ŀǊŘƛǎΩ ŜƴŘΦ ¢Ƙƛǎ ƛǎ ōŜŎŀǳǎŜ 
D080366 relates to the tank empty and 
D079808 relates to the water refill on the 
same site so on some visits you may come 
ŀŎǊƻǎǎ ǘǿƻ ǎŜǇŀǊŀǘŜ th5Ωǎ ŦƻǊ ǎŜǊǾƛŎŜǎΦ 
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Alternative Search 

 

You also have an option to filter by postcode if you 
wanted to see all jobs at a certain postcode rather 
than the order number 

¢ƻ Řƻ ǘƘƛǎΣ ƭŜŀǾŜ ǘƘŜ ΨǘƛŎƪŜǘ ƴƻΦΩ ŦƛŜƭŘ ōƭŀƴƪ ŀƴŘ 
select a time frame like the example on the right-
hand side 

 

hƴŎŜ ȅƻǳΩǾŜ ǎŜƭŜŎǘŜŘ ŀ ǘƛƳŜ ŦǊŀƳŜ ŀƭƭ Ƨƻōǎ ƛƴ ǘƘŀǘ ǘƛƳŜ ǇŜǊƛƻŘ 
will show in the tickets field 

On the postcode tab, you will notice a filter icon ς if you select 
this it will bring up a list of all the postcodes that are shown in 
the tickets, you can then filter to the postcode you require 
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Viewing a POD 

To view the POD for the date you require just click the 
yellow notes image next to the date required (See 
image below) and this will open the POD. 
 
 
 
 
When the POD first opens, it will be open at full view 
ς to zoom out you can use the bar at the bottom right 
hand side of the screen. The signature will be at the 
bottom of the POD so to view that you can scroll 
down using the bar on the right. 
 
LŦ ȅƻǳ ǾƛŜǿ ŀ th5 ōǳǘ ǘƘŜ Ƨƻō ƘŀǎƴΩt yet been 
completed, then the dates/times will show as blank.  
 
The tool bar at the top of the POD screen is shown 
close up on the right-hand side. Please see below 
information for each button 
 
1. Blue arrows ς if you have more than one page of 

th5Ωǎ ƻǇŜƴ ƛǘ will show you how many pages, 
use these arrows to flick through the pages. You 
ǿƻƴΩǘ ǊŜŀƭƭȅ ƴŜŜŘ ǘƻ ǳǎŜ ǘƘƛǎ ƻǇǘƛƻƴ ǘƘƻǳƎƘ ŀǎ 
ȅƻǳΩƭƭ ōŜ ƳƻǊŜ ƭƛƪŜƭȅ ǘƻ Ƨǳǎǘ ƘŀǾŜ ƻƴŜ th5 ƻǇŜƴ 
at a time 

2. Print preview and print ς by clicking these you 
can print the POD directly off the system 

3. Alternatively, you can save the POD to your PC 
by clicking the save button. This will bring up 
different file types for you to choose what type 
ƻŦ ŦƛƭŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǎŀǾŜ ƛǘ ŀǎΦ We would suggest 
saving the file as PDF. 

 
 

Please note that when you receive the document 
ŀōƻǾŜ ŦǊƻƳ ǘƘŜ ƘƛǊŜ ŘŜǎƪ ǘƘƛǎ ƛǎƴΩǘ ŀ ǇǊƻƻŦ ƻŦ 
collection. This is confirmation of your off-hire 
reference number and date for your records 
from our system. You will receive the POD once 
the plant has been collected and the POD for this 
will look like the one shown on the left. The 
collection note (off hire) will also show your 
contract number i.e D081764. You can also use 
this in the search bar.  
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