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Welcome to your Portal. In this user-guide 
I’ve provided detailed instructions to each 
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 
been locked out and we’ll unlock it for you. 

Username and password are case-sensitive 

POD’s will still be sent to 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 “Ticket No” here you will input your full 
order number (e.g. 0419831) 

Once you’ve put the order  number you 
can either search all dates or select a time 
frame using the “selected date” field.  

We would recommend selecting a time 
frame as searching all can take a long time 
dependent on how many jobs we’ve done 
on the order number and it can also span 
across a few pages if you search all 

Once you’ve typed your search criteria 
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 customers’ own unit 

After clicking ‘Go’ all POD’s relating to the contract 
number you searched for will show up in the 
‘Tickets’ field of the portal. 

Above the ‘Tickets’ field you can see the details for 
the customer that relate to the order number 
you’ve searched for. It shows you the full address 
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 but hasn’t been completed yet. You 
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 
date but you can see in the ‘ticket number’ 
column that although this was for the same 
order number your end it was a different 
order number Tardis’ end. This is because 
D080366 relates to the tank empty and 
D079808 relates to the water refill on the 
same site so on some visits you may come 
across two separate POD’s for services. 
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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 

To do this, leave the ‘ticket no.’ field blank and 
select a time frame like the example on the right-
hand side 

 

Once you’ve selected a time frame all jobs in that time period 
will show in the tickets field 

On the postcode tab, you will notice a filter icon – 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 
– 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. 
 
If you view a POD but the job hasn’t 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 – if you have more than one page of 

POD’s open it will show you how many pages, 
use these arrows to flick through the pages. You 
won’t really need to use this option though as 
you’ll be more likely to just have one POD open 
at a time 

2. Print preview and print – 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 
of file you’d like to save it as. We would suggest 
saving the file as PDF. 

 
 

Please note that when you receive the document 
above from the hire desk this isn’t a proof of 
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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At the top of the POD, you can see the date and time of the drivers’ arrival to 
site along with your contract number in the box “Order No.” 

In the next box down you can see the address the driver was sent to, under 
this shows a description of what the driver was asked to do, this will also 
show any site times or additional access information we are provided with. 

The third section will show where the waste was disposed of. This section can 
sometimes take a couple of hours to update as the driver doesn’t tip straight 
away so it won’t show a disposal site until he has been to the tip. The disposal 
address will update 24 hours after the job has been complete. 

The section on the right-hand side of the disposal location is for final empties 
only, if a site has requested a final empty the driver will follow procedure and 
complete this box. 

The section below will show how much waste the driver has removed from 
site plus any additional notes that the driver wants to report (Such as who he 
spoke to on site) 

The final section will show the signature from both the driver and site 

 

POD Explained 

Tanker service 
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Aborted service 

Different types of POD 

If a job has been aborted the 
POD will still be completed in 
the same way, the date and 
time will be displayed at the 
top and every box will be 
filled out as they would 
usually. 
 
The difference will be that 
quantities will be set to 0 as 
we either haven’t removed 
waste/delivered water or we 
haven’t dropped 
off/collected plant 
 
In the notes section the 
driver will provide a brief 
description of why the job 
has been aborted and the 
signature will follow at the 
bottom. 
 

No POD / Blank POD 

If you search an order number and no POD displays or 
there is a blank POD for the contract number/date 
you are searching for this could be for several 
different reasons 
 

• The job hasn’t been completed yet. If the job 
shows in the search results but a date hasn’t 
been stamped onto the POD this means that the 
ticket has been routed but it hasn’t been 
completed yet. If this is the case, you can give us 
a call and transport can advise on an ETA for you 

• No dates or POD’s come up at all for the search 
criteria – please contact Heather/Nikki at Tardis 
who will look into it for you 

• If you have checked with Tardis Transport and job 
is complete but POD doesn’t show complete – it 
can sometimes take a while for the POD to 
update on the system from the drivers handheld 
due to signal or other various factors, once the 
driver comes back into range the completed 
ticket will pull through. If, by the end of the 
working day, the ticket still hasn’t updated please 
contact Tardis. 

• We route jobs the day before so if you are logged 
into the portal on the 10th for example and the 
job is due on the 19th then the ticket won’t be in 
the portal as it won’t have been routed at this 
time.  
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