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WELCOME TO DIAL-A-CAB 
 
We hope that your association with DIAL-A-CAB will be a happy and profitable 
one. The following pages are not just for guidance in helping new drivers navigate 

our Mobile Data Computer, but are also an integral part of the radio and data 
procedure and form the basis of the rules by which this organisation is run. 

 
 
 

 
 
This document contains a quick user’s guide of the Dial-a-Cab’s Mobile Data 
Computer and Operation Procedures, the target audience for this document is the 
Dial-a-Cab New Driver.  
 
The MDC uses current software technology coupled with a custom-built Mobile PC to 
set a new, state-of-the-art standard for the Taxi industry.  The application is written in 
Microsoft Visual Basic and presents a look and feel that many of you will instantly 
recognise from working with Windows or using the Internet. The main differences 
between it and a desktop computer are its physical appearance and its rugged 
construction. 
 
Installed in a Taxi, the MDC connects to a radio modem, which, in turn, connects to the 
radio.  This allows the exchange of data between the MDC and the Taxi System.  The 
radio modem is compatible with Dial-a-Cab’s current radio infrastructure and provides 
a seamless integration for the MDC and application. 
 
The Dial-a-Cab driver interacts with the MDC and the Taxi System by “touching” the 
screen. Please use the special ‘touch screen pen’ provided, using a standard ball point 
pen, pencil, or any other pointing device could mark or scratch the screen. 
 
It’s a good idea to clean the screen at least once a day.  Just use a damp cloth. The 
application tries to be intuitive by presenting the Driver only the choices of action that 
appertain to the Driver’s current state.  This was done to make the Driver’s job easier.   
 
This application belongs to the Dial-a-Cab drivers.  Suggestions, compliments, and 
criticisms are appreciated. 
 
 

General Notes 

Dial-a-Cab Training …. 
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USING YOUR TERMINAL 

A New User’s Guide 
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INITIALISATION SCREEN 

The Initialisation screen appears after the 
MDC is turned on and remains on the 
screen while the MDC initialises. 
 
When the application is ready, the 
Initialisation screen disappears and the 
Driver Sign on screen appears. 

DRIVER  SIGNON SCREEN 

The ‘Driver Sign on’ screen appears when 
the application starts or after you signoff.   
 
When this screen first appears, the buttons 
and the Badge Number data entry field are 
disabled while the application looks for a 
good radio channel. Until the terminal 
locks onto a channel the word Searching 
appears on the top right of your screen.  
 
Once a radio channel is found, the buttons 
and the Badge Number field are enabled 
and you can then enter your badge number 
by pressing the number keys. 

Press the           button to backspace if you enter an incorrect digit within the Badge Number field. 
Press the           button to clear the field.  

MAIN MOBILE APPLICATION SCREEN 

Press the  
 

 button once you have entered your driver number.  
 
NB. Please remember to place a zero in front if you have a 5-digit badge number or 2 zeros in front if 
you have a 4-digit number  
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The Main Mobile Application screen appears after 
a successful driver sign on. The blue line at the top 
of the screen will inform you of your current state. 
 
The line below reading from the left will show the 
date, time, badge number, number of consecutive 
rejects, current meter state, and the number of 
message spaces left.  
 
The meter indicator shows the current state of the 
meter and reads Meter-On if the meter is on, 
Meter-Off if the meter is off, or Fault if a meter 
fault has been detected. 
 
The                button enables you to view any 
completed trips still held in the MDC memory.  
However, if you have deleted All Completed Trip 
Details at the end of your previous shift, the 
Review button will not appear on the Sign-On 
screen. 
  

On the left side of the main screen there is a row of buttons, Touch the middle of the screen and 
the buttons on the left of the screen will change to Zone 1, 2, 3, Bid Trips , Set Colour & Screen 
Saver, to return to the main screen above simply touch the centre of the screen twice 

BOOKING INTO A ZONE  

Press the ‘Book-In button’  the zone Book-
In Screen appears, the Zone Book-In screen 
is generally used whenever you must 
specify a zone identity. The top line of this 
screen defines the current action. Enter the 
Zone that you wish to book in to (N1E, 
SW11 etc,) then Press              to send the  
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ACCEPTING A TRIP  

TRIP OFFER SCREEN 

When offered a trip the screen will 
flash and the buttons at the bottom of 
the screen change to             and 
 
 
 
Once the trip is offered to you, you will 
have 1 minute to accept, (you will get a 
prompt after 30 seconds). If you do not 
accept the trip in 1 minute or you press 
‘Reject’ button the trip will go to the 
next person in the queue  
 

 

NB. You can only reject 5 trip offers, if you reject the sixth you will be placed to the back of the queue! 

TRIP DETAILS 

After pressing accept, the full ‘trip 
details’ will appear on the screen. If there 
is any additional info the ‘PAGE 1’  
button in the bottom left hand corner of 
the screen will read ‘PAGE 2’ .  
 
By pressing this button you will see the 
remainder of the trip details, it is very 
important to look out for this as vital trip 
information could be missed! 
 

NB. After accepting a trip the buttons on the bottom of your screen change to: - 
 

Parked 

 

Parked 



8 

Parked 

 
 

 
 
 

 

 
 
 
 

 
 
 

 
 
 

 
 

ARRIVAL 

On arrival at the pick-up address you 
Press the             button. 
 
If you are unable to park directly 
outside the pick up address. 
 
 Press the     button. Once 
you have pressed the ‘PARKED’  
button a keyboard will appear. Enter 
where you are located and press the 
‘SEND’ button. 
 
When using the ‘PARKED’ button 
always ensure that the ‘ADVISE’ 
button is pressed so that the Call 
Centre can advise the passenger of 
your position. 
 
The ‘WAITING’  button, which was 
positioned above the ‘ARRIVAL’  
button instantly, changes to a Digital 
Clock indicating the length of time 
that you have been waiting at the 
pick-up. 
 
If you are instructed to ‘ADVISE  
ARRIVAL’  you must press the 

 
 button immediately. This 

will instruct the Call Centre to call 
the customer and advise them that 
you are waiting outside. Failure to 
Advise Arrival could result in you 
having your waiting time deducted 
from the trip-clearing amount. 
 

PASSENGER ON BOARD (POB)  

Your ‘ARRIVAL’  button has also 
changed to an ‘ON BOARD’  button 
 
Once the passenger steps into your Taxi 
press the ‘ON BOARD’ button the 
Digital Clock now stops. 
 
The occasion sometimes arises where 
having pressed the ‘ON BOARD’ 
button you are asked to continue 
waiting or to wait at another point or 
points along the journey. 
 
You can press the Digital Clock to 
resume accumulating waiting time at 
any point during the journey, press it 
again to stop. The total waiting time is 
shown on the Trip Completion  and No 
Trip  screens for easy entry. 
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SOON TO CLEAR 

When you are 10-15 Minutes away 
from your Destination you can 
press the ‘SOON TO CLEAR’ 
button, this will place you in the 
Dial-a-Cab virtual queuing system.  
 
It is extremely important that you 
do not soon to clear if you are more 
than 15 minutes away! 
 
Then press  
 

If you take longer than 15 minutes 
to get to get to your current 
destination you will have the 
opportunity to book off the Soon to 
Clear Zone once. 

NB. On the Blue Status Line at the bottom of the screen your Soon-To-Clear Queue Position 
will show, together with a Digital Clock counting down from 15 minutes - Your STC Timer. 

STC  EC4   012  14:59 

CLEAR LAST JOB 

When you arrive at your 
destination turn your meter off 
and press  
 
You will be asked if you want 
to print a receipt click Yes or 
No. 
 
Clicking either will bring you to 
a similar looking ‘Trip 
Completion’ screen, the only 
difference between the two is if 
you click Yes you would press 
‘Print 1’  to produce a receipt, 
and if you click No you would 
simply press ‘Send’ to complete 
the trip. 
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CLEAR LAST JOB (Cont.) 

Here is an example of a ‘Trip 
completion’ screen; if you look in 
the box marked ‘waiting time’ you 
will notice it is already filled out 
accurately for you with the waiting 
time rounded off to the nearest 
minute. 
 
The ‘Meter Fare’ will also 
automatically appear in the correct 
box but remember if this is an 
account trip and the meter reads 
under £8.00 (i.e. £4.40) simply type 
in the minimum fare (£8.00) using 
the numbered buttons. If it is over 
£8.00 (i.e. £12.60) there is no need 
to change the amount. If there is no 
other expenses press          to 
complete the trip. 
 

 

Important Note, every major action on the MDC will require you to press the button twice, i.e. Accepting / 
Rejecting a Job, booking off, signing off etc. Always check the blue information line at the bottom of your 
screen where you will see a notice asking you to press the button again 

PLEASE PRESS AGAIN TO ACCEPT TRIP  

To enter an £8 meter fare or expense amount, simply press the Number ‘8’ button once then press    
you do not have to enter 08.00. 

Press the               button. The <TEMP OFF> will then disappear and be replaced by              
 
and                 Buttons. On the blue status line at the bottom of your screen a digital clock will start to 
count down your TEMP OFF time from 15 minutes. 
 
To book back in press either the        button for you Original Zone, or the     button if 
you wish to book into a different zone. 
 
Note: There is no TEMPORARY OFF on the EC5 rank. 

TEMPORARY OFF  
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View Trips Available 

Any trip, that remains unmatched to a driver for a 
predetermined period of time, will be placed in 
‘Bids’ .  

This is to allow a driver in another zone, which is 
not a backup zone the opportunity to cover the 
work. 

�

1. Press the screen on the lined area.  This will 
change the buttons on the left hand side of the 
screen. 

2. Press the    button. Zones where trips 
are available will be displayed.  

Note: If there is an attribute attached to a trip, it will 
be displayed on the right side of the zone.  

E.g. the trip on the screen above shows ‘F’ a Fixed 
Price trip at WW00 (Heathrow). 

Bid for a Trip 

 

To bid for a trip you must be booked into a zone.�

1. Press the    button. A pop up box will 
appear, with buttons for each zone currently 
in ‘Bids’.  

2. Press the zone button  for the trip you 
would like to bid on. 

3. If  the  trip is being offered to another driver, 
you may receive the message: 

Wait a few seconds and then follow the same 
process again. 

�

4. Once you have pressed the Zone you will be 
offered the trip. At this point you still have 
the option to Accept or Reject the trip 

Note: If a trip is between the hours of 07.00-10.00 
in the morning Monday to Friday, or in ‘As 
Directed’ zone the destination will not be revealed 
on the trip offer. 

5. Immediately after accepting the trip, if you 
are going to arrive at the pick up after the 
booked time, advise a delay (see full 
procedure on page 13) by pressing the 
button.  

6. Then enter the number of minutes you will be 
after the booked time and press the             
button. If the trip is for as soon as possible or 
already passed the booked time, enter the 
number of minutes until arrival.  

This will enable the Contact Centre to advise the 
customer how long you will be, and reduces the 
chance of being scrubbed.�

‘F’  indicates 
Fixed Price 

1 

2 

1 

2 

4 

TRIP BIDS 
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If you have accepted a trip and wish to access the Map the sequence is the same; press       
         then press  
 
The keyboard does not appear, the box appears with your Street name in it, highlight your 
Street then press <GO TO>. 
 
It is also possible to access the Map before either accepting or rejecting a trip that has been 
offered to you using the same method described above.   
Once you have seen the Pick-Up location Exit the map by pressing on the ‘X’ in the top 
right hand corner of the screen.  You are now back to the main screen, which is displaying 
the trip offer, you can now either Accept or Reject the trip.  (Please remember you only 
have one minute to choose!) 
 
When the map is on your screen - along the top line are various icons, the 4 that are of most 
use to you are the: - 
 
MAGNIFYING GLASS          Press on the symbol to highlight it.  This will then allow 
you to enlarge the map by touching the screen. 
 
THE COMPASS     Press on the symbol to highlight it then press onto the screen and 
slide your finger from side to side or up and down, the map will follow your finger 
direction. 
 

Using the + or  - buttons will enable you to increase or decrease the size of the map. 

USING THE MAP FACILITY 

The MDC will also give you access to the 
Master Atlas of Greater London by pressing         
  
                   then 
 
If a keyboard appears simply type in the 
name of the Street that you want using the 
space bar between words (Do Not Include the 
Postal Zone) then press <MAP>.  A box will 
appear on your screen showing the name of 
the Street you required and any other Street 
with a similar name and their respective 
Postal Codes.   
Highlight the Street that you want by 
touching it and then press <GO TO>.   
The relevant section of the Atlas appears on 
your screen with the street you require 
highlighted. 
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Press   
 

After seeing the ‘Request Received by host’ notice (at the bottom of your 
screen), wait for control centre to confirm customers whereabouts to you  
(i.e. Customer coming down soon) 

REQUEST RECEIVED BY HOST 

Advise Arrival   

Delay Advise  

Press   

REQUEST RECEIVED BY HOST 

After seeing the ‘Request Received by host’ notice (at the bottom of your 
screen), Wait for control centre to call customer to confirm the customer is 
willing to wait 

FURTHER TRIP INFORMATION 
CONTINUED  

The Delay time screen will now appear, simply place the estimated delay time in the box  
 (i.e. 20 mins) then press  
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No-Show Request  

Press   

REQUEST RECEIVED BY HOST 

After seeing the ‘Request Received by host’ notice (at the bottom of your 
screen), Wait for the control centre to call the customer to confirm whether 
the job should be scrubbed. If the Scrub is accepted the blue information line 
will read   
 
You will then need to follow this procedure: 

·  Stop Meter 
 
·  Press the                Button           

 
You will now need to tell the system which Zone you wish to book back into: 
 

[X]  Original Zone or  [  ]  Trip Zone (Destination) 
 
If you click one of these boxes an X will appear in the middle, in this example you have chosen to book 
back into your original Zone.  
 

·  The Meter Fare is automatically entered, so just press                    
 
As a Scrub is beyond your control, your new Queue Position will be 001 
 
Please Note: The £8 Minimum Fare on account trips does not apply on a Scrub! 

 

SCRUB ACCEPTED   SEND FORM 
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Charge Card Hail & Ride 
(No £8.00 Minimum) 

·  Swipe Card 
 

·  Check Pin Number 
 

·  Enter Pick Up Zone 
 

Press  
 

·  Meter On  
 
·  On Board (P.O.B) 

 
·  A/D Destination 

 
·  Soon To Clear (Optional) 

 
·  Stop Meter  

 
Clear Job 

 

Westminster Taxi Card Hail & Ride 
·  Swipe Card 

 
·  Check Picture on card 

 
·  Enter Pick Up Zone 

 
Press  

 
·  Meter On  
 
·  On Board (P.O.B) 

 
·  A/D Destination 

 
·  Soon To Clear (Optional) 

 
·  Stop Meter  

 
Clear Job 

 

Street Pick Up 
 

·  No more than £8.30 cleared through the terminal 
 
·  Passenger Pays £2.50 For Every Trip Up To A Max Of £10.80 (Any more than this amount and the 

passenger must pay the difference) 
 

·  Passenger I/D (Photo) Must Be Checked At all Times 
 

Trips Through System  Same as above plus: 
  

·  Run in £3.80 
·  Card must be swiped to validate a Trip offered through the system Before Pressing POB 
 

                                                  Manual Entry Westminster Taxi Cards 
 

Press GENERAL CODE button then select Taxi CRD, place the following code W4070400 before imputing 
the CARD NUMBER (for example you would input and W4070400WE500100 for a trip on card number 
WE500100) then input the PICKUP ZONE.  

 

Westminster Taxi Card (Continued) 
No £8.00 Minimum 

CHARGECARD & TAXI CARD 

The £8.00 minimum only applies if the Charge Card trip is   
offered to you through the system (i.e. via the Call Centre) 
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City of Westminster Taxi card Scheme 
 
WESTMINSTER TAXICARDS 
 
All taxicard bookings require you to swipe the card to validate before the system will 
allow you to POB. Here are some steps to take if the card DOES NOT SWIPE: 
 
MANUAL ENTRY OF TAXICARD  
 

-  Re-swipe the card again to ensure the swipe does not work. 
 

-  Press the <Gen Code> button. 
 

-  Select the <Taxicard> button. 
 

-  Type W4070400 then also type the card number. For Example you would type 
W4070400WE500100 for a trip on card number WE500100. 

 
-  Input the pick up zone 

 
-  Send 

 
The system will then send a message back to indicate whether the card is valid or not. If 
you receive a message saying CARD NUMBER IS INVALID , please try retyping the 
data and sending. If you have any problems please do NOT at this stage advise the 
customer they are not allowed to travel but instead check with the Dispatcher. 
 
A hail and ride is as normal. 
 

Credit Card Procedures 
 
When processing credit card trips it is essential that you: 
 

-  Scrutinise the card ensure that the signature strip has not been tampered 
with. 

 
-  Cardholder must be present at the end of the journey. 

 
-  The card and the amount must be authorised through the terminal. 

 
-  Receipt with the fare, administration and handling charges must be given to 

the cardholder. 
 

-  The signature on the copy retained by the driver must be the same as that on 
the card. 

 
-  You must retain the signed copy of the receipt for a minimum of twelve 

months. 
 
Remember if the card does not swipe do not under any circumstances manually input 
the card details. Go to < Gen Code> press the <To Cash> button. This will remove the 
card details from the terminal. You can then swipe an alternative card or take cash for 
the journey.  Failure to follow these procedures could result in you not being paid for 
the trip. 
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Credit Card Hail & Ride 

·  Swipe Card  
 

·  Estimate journey amount  
 

·  Enter Pick Up Zone 
 

Press       or  
 

·  Meter On  
 
·  On Board (P.O.B) 

 
·  A/D Destination 

 
·  Soon To Clear (Optional) 
 
·  Stop Meter  

 
·  Clear Job  

 
·  Enter actual journey amount £££ 

 
·  Issue Receipt (Please check signature) 

 

·  Meter On 
 

·  Soon To Clear (Optional) 
 

·  Stop Meter 
 

·  Clear Job  
 

·  Print Cash receipt (optional) 
 

·  Press 
 
 

Street Cash Trip  

                  CREDIT CARDS ACCEPTED BY  
 

 
VISA       AMERICAN EXPRESS (AMEX) 
 
VISA DELTA      DINERS CLUB 
 
VISA ELECTRON     ACCESS 
 
MASTER CARD (Euro card)   J.C.B. 
 

CARD RECOGNITION 

On all Credit & Debit Cards the 12.5% surcharge is already calculated for you (minimum £2.00). After the 
customer signs the receipt no changes can be made by administration. Any mistakes could result in the short fall 
being taken out of the fare. 

If a credit or debit card fails to swipe do not under any circumstances manually input the card number.  If 
you have a manual Credit Card receipt, contact the Drivers Line who can process the card transaction.  
 
If you do this, the manual docket must be completed correctly and the yellow copy of the docket given to 
Driver Services.  If you do not complete the docket fully, it will not be possible for you to be paid for that trip.  
If you do not have a manual Credit Card receipt, you will not be able to use this option. 
 
If you do not have a manual Credit Card docket you should go to general code and press the <To Cash> 
button which will enable you to swipe an alternative card or take cash 
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Multiple Choice Trips  
 

RANKS WITHIN ZONES 

Rank  Main Zone No of Cabs  Rank Name          Operational Times 
 

EC7  EC3   6  Fenchurch St. Station  06.00 – 20.50 
 
EC9  EC1   3  Holborn Viaduct  06.00 – 20.50 
 
EC10  EC4   6  St Bride Street   06.00 – 20.50 

(Goldman Sachs) 
 
EC11  EC2   4  Appold Street   06.00 – 20.50 
 
EC5     99  Must be physically in one      20.50 – 06.00  
                              of the EC postal areas   
  
WC3  WC2   3  Lincoln Inn Fields  09.00 – 20.00 
 
E14C  E14   99  Inside Security              06.00 – 21.00 
       Cordon 
 
E14       E14   99  Within E14 postal area 21.00 – 06.00 
 
CC00  E16   0  City Airport   00.00 – 00.00 
 
SE75  -   0  House of Commons   00.00 – 00.00 

Heathrow Airport  

Should the case ever arise when you want to leave the Airport after being booked into the park you 
must book off twice. The first book-off is to exit the group number. The second book-off is to exit 
from the Airport Zone. 

Ranks within zones take priority over the main Zone; you will also receive 2 queue positions in a 
Rank within a Zone, i.e.  QP EC11 002  / EC2 012 

When offered a Multiple Choice Trip the                     Button is replaced by 3 choice buttons. 
 
 
 
 
 
Simply press on your preferred choice number and you will be given the trip details. 
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W1       SE1    SW1  
W1NE – W1NW – W1SE – W1SW   SE1W – SE1E  SW1E – SW1W – SW1N 
      
N1       NW1  
N1E – N1W     NW1E – NW1W 
  

Sub Divided Postal Zones 

Areas without Postal Zones 

ESSEX North of A12    E50N    
ESSEX South of A12    E50S 
KENT North of A20     SE50 
KENT South of A20     SE51 
SURREY West of A3    S50W 
SURREY Between A3 - A23   S50C 
SURREY East of A23    S50E 
MIDDLESEX N     N50         NN99   
MIDDLESEX North of A40   W50N 
MIDDLESEX Between A40 – A4  W50C 
MIDDLESEX South of A4   W50S 
HERTFORDSHIRE     NN50            NN99 
BUCKINGHAMSHIRE    NW50        NW99 
BERKSHIRE     __       WW99 
HEATHROW              WW00 

Within M25 
 

Outside M25 
 

E99 

SE99 

S99 

W99 

All outer zones are classed as 
Physical Zones. You must be 
physically be in this area before 
booking in! 
 
Please see page 25 sub section 9 
for booking in information. 

OUTLYING ZONES WITHIN M25 
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DIAL-A-CAB POSTAL ZONES 

EC1 Clerkenwell 
EC2  Moorgate 
EC3  Fenchurch St 
EC4  Queen Victoria St 
 
E1  Aldgate 
E2  Bethnal Green 
E3  Bow & Old Ford 
E4  Chingford 
E5 Clapton 
E6  East Ham 
E7  Forest Gate 
E8 Hackney 
E9 Homerton 
E10  Leyton 
E11  Leytonstone 
E12  Manor Park 
E13  Plaistow 
E14  Poplar 
E15 Stratford 
E16  Victoria Docks & North Woolwich 
E17  Walthamstow 
E18  South Woodford 
 

N2    East Finchley 
N3    Finchley Central 
N4    Finsbury Park 
N5   Highbury 
N6    Highgate 
N7    Holloway 
N8   Hornsey 
N9    Lower Edmonton  
N10    Muswell Hill 
N11    New Southgate  
N12    North Finchley            
N13    Palmers Green           
N14    Southgate 
N15   South Tottenham           
N16    Stoke Newington           
N17    Tottenham 
N18   Upper Edmonton           
N19    Upper Holloway  
N20    Whetstone 
N21    Winchmore Hill           
N22    Wood Green 
NW1E   Camden Town                
NW1W  Marylebone           
NW2    Cricklewood                     
NW3    Hampstead                     
NW4    Hendon 
NW5   Kentish Town              
NW6   Kilburn 
NW7    Mill Hill 
NW8    St John's Wood         
NW9    The Hyde 
NW10   Willesden         
NW11   Golders Green 

W1NE   New Cavendish  
W1NW  Portman SQ  
W1SW   Mayfair 
W1SE    Soho 
W2     Paddington 
W3     Acton 
W4     Chiswick 
W5     Ealing 
W6     Hammersmith  
W7     Hanwell  
W8     Kensington 
W9     Maida Vale 
W10     North Kensington  
W11     Notting Hill 
W12     Shepherds Bush  
W13     West Ealing 
W14     West Kensington 
 
N1E    Angel Islington  
N1W    Kings Cross 
 

SW1 E   Victoria 
SW1 N   St James St 
SW1W   Pimlico 
SW2     Brixton 
SW3      Chelsea 
SW4      Clapham 
SW5      Earls Court 
SW6   Fulham 
SW7    South Kensington 
SW8    South Lambeth 
SW9    Stockwell  
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 01 Yes  None 

 02 No  None 
 03 Passenger gone  None 
 04 Wait & return  None 
 05 Change destination  New postcode 
 06 Extra destination  Extra postcode 
 07 A/D destination update  Destination 
 08 Goldman Sachs journey code  C1/C2/C3 or S 
 09 London Ambulance Service Emergency, l will help  None 
 10 Female Taxi Card (Phone Client)  None 
 11 Waiting 5 minutes on a Westminster Special Needs Acc  Waiting Code  
 12 Delete fixed price due to excess waiting  Minutes waiting 
 20 Update destination for Euston Fixed Price  None 
 21 Arrived at pickup  None 
 22 Broken down with an account client on board  None 
 23 Request additional run in due to running excessive distance  None 
 97 Change Credit card to cash  None 
 98 Manual entry of Credit/Charge /Taxi Card  Card Number 
 99 Retrieve your current job details  None  

SW10   West Brompton 
SW11   Battersea 
SW12   Balham 
SW13   Barnes 
SW14   Mortlake 
SW15   Putney 
SW16   Streatham 
SW17  Tooting 
SW18  Wandsworth  
SW19  Wimbledon  
SW20  West Wimbledon 
SE1E   Southwark & Bermondsey  
SE1W  Blackfriars 
SE2   Abbey Wood 
SE3   Blackheath 
SE4   Brockley 
SE5   Camberwell 
SE6   Catford 
SE7   Charlton 
SE8   Deptford 
 
 
 

SE9   Eltham 
SE10   Greenwich 
SE11   Kennington 
SE12   Lee 
SE13    Lewisham 
SE14    New Cross 
SE15    Peckham 
SE16    Rotherhithe 
SE17    Walworth 
SE18    Woolwich 
SE19   Norwood 
SE20    Anerley 
SE21   Dulwich 
SE22    East Dutwich 
SE23    Forest Hill 
SE24    Herne Hill 
SE25    South Norwood 
SE26    Sydenham 
SE27    West Norwood 
SE28    Thamesmead 
 
 

DIAL-A-CAB POSTAL ZONES (Continued) 

CODED MESSAGES 

Press the General Code button then select Gen-Code again followed by the number you require below 

Code Description 
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SCREEN SAVER 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

View all unseen messages 
 

Press 
 
 

Press 
 

 

Press 
 

The System is now Powered Off 

FINISHING YOUR DAY  

DRIVERS ATTRIBUTES  

A ASSISTED 
 
B BICYCLES OR PRAMS 
 
C CHEQUES OR BANK CD 
 
D  DELIVERY 
 
E ERROR FREE METER 
 
F  FIXED PRICES 
 
I TX1 / TX2 / TX4 
 
J SHARED ACCOUNTS 
 
L LAYOUTS 
 

 
M METRO 
 
O DOOR LOGOS 
 
P PUBS & WINE BARS 
 
R DEBIT / CREDIT CARDS 
 
T  TRANSPORT CAR COMPANY 
 
V MERCEDES VITO 
 
Z ANIMALS 
 
5 FIVE SEATER CAB 
 
6 SIX SEATER CAB 
 

If you do not touch your MDC for Approx. 3 minutes the Dial-a-Cab Screen Saver pops up automatically.  
If this occurs simply touch the Screen once to bring you back to your main screen.   
 
If the screen turns completely black simply touch the Screen once to bring you back to the screen saver 
then once again to bring you back to your main screen.  (To turn the Screen Saver on manually, just press 
the        button) 
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OPERATING  PROCEDURES 
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OPERATING PROCEDURES 

 
 
 
 

The Data System has been designed to take our Society into the 21st century. 
It has been designed not only for speed and efficiency in despatching taxis 
to our clients, but also for the driver to help make his working day as easy as 
possible. The majority of the functions incorporated within the Data System 
are achieved by just pushing a virtual button on your terminal. The Data 
System is extremely easy to use and once you have received your training, 
you should only take a short period of time to become proficient. 

 
 
 
 

The administration department is open between 09.00 and 17.00 Monday to 
Friday. If you have problems or queries you can contact our administration 
department on the following number 020 7426 5897. Most problems can be 
solved quickly and efficiently over the telephone therefore causing you as 
little inconvenience as possible. However if you do need to come into the 
office we will be only too pleased to assist in sorting out any problems. 

 
   
 
 

If you have another driver on your Taxi Cab they must be registered with the 
Society, even if the cab is only hired out for a day. You must inform the 
Society of the Journeymen/Women’s name address and telephone 
number; they must firstly attend an interview, and if successful 
undertake a full day’s training and also complete the appropriate 
paperwork. 
 

 
 
 
 

Payments for credit work are paid directly into your Bank/Building Society 
via the BACS system. 
 A statement for all trips for which you are being paid, will be sent to you in 
the post with an explanation of all deductions, plus a running total of your 
Roller bond loan. 

 
 
 
 
 

 
 

OWNER DRIVERS RADIO TAXI SERVICE LIMITED 

4. Payments 

3. Registration of Journeymen/Women 

2. Administration 

1. The Data System 
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As a condition of the membership of the Society, each owner must purchase 
one share, to the value of £50. This share will be refunded should you leave 
the Society 

 
 
 
 

The subscriptions are due fortnightly in advance. If you are more than 2 
weeks in arrears, you may have your radio service stopped, and may cease 
to become a Member of the Society. Subscriptions are deducted from the 
payments you receive for credit work completed. If you are unable to work 
due to sickness you may, on production of a doctor’s certificate claim an 
allowance against your subscriptions. No allowances are made for overhauls 
or holidays. 
 
The above also applies to Journeyman/Woman 

 
 
 
 

On acquisition of a new taxi or after passing your present taxi’s yearly 
overhaul, you must produce your Proprietor’s Licence to the Drivers 
Operations Department at this office within 28 days. This is our proof that 
you are allowed to retain your right to be a shareholder in the Society. 

 
 
 
 

A Roller Bond Scheme is in operation to raise capital to finance our credit 
work. Every driver must join the scheme. A deduction of 10% or £40.00 
will be deducted from your credit work.   
 
Once the sum of £1000 is reached this may be withdrawn from the Society 
by completing the prescribed form obtainable from reception. The form 
must be in by Wednesday and is paid out each Monday after 09.00 hours. 
Once this sum is paid out deductions commence all over again. 
 
Members may allow the Roller Bond go over the £1000 so as to allow larger 
sums for special events and this can be arranged by advising administration 
of this request, the full amount being payable upon demand.  

 
The purpose of the Roller Bond scheme is to help reduce the Society’s 
borrowing. Drivers are paid for their credit work on a weekly, fortnightly or 
monthly basis, before the Society has been reimbursed from the customer. 

 
 
 
 
 
 
 

5. Share 

6. Subscriptions 

7. Proprietors Licence 

8. Roller Bond Scheme 
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When you are booking in to a zone, you must be able to get to the furthest 
part of that zone within 15 minutes. In any outer zone i.e. E50, S99 etc, you 
must be physically in that zone or you could find yourself on complaint. 

 
 
 
 

Between the hours of 07.00 and 10.00 Monday to Friday every job 
despatched by the system will be shown AS DIRECTED. This is to help 
coverage.  
 
E.C.5. 
 
This is a city night zone, which is an amalgamation of 
E.C.1/E.C.2/E.C.3/E.C.4. This operates between the hours of 20.50 and 
06.00 the following morning. 
 
You must ensure before booking in that you are physically in one of the city 
zones of EC1/EC2/EC3/EC4. ALL TRIPS ARE NON-REJECTABLE , 
and are dispatched AS DIRECTED. You may still book into 
E.C.1/E.C.2/E.C.3/E.C.4 where you will still find cash, credit card, and 
food/lay out trips. 
 
E14 
 
Between the hours of 06.00 and 21.00 all work will be dispatched into E14C 
physical zone. To book into E14C you must be physically inside the security 
cordon.     
 
This means that when a driver books into E14C he/she must be inside the 
four security entry points. Once inside, a driver will be permitted to drive 
around the Canary Wharf area and if choosing to stop must only do so on an 
official rank of their choice. For a driver to stop on a rank correctly he/she 
must have their meter in the ‘For Hire’ mode and be available for hire at all 
times, as stipulated by Canary Wharf Management. Drivers will not be 
permitted to park with their lights off just waiting for an account ride.  
 
It is essential that drivers adhere to the parking restrictions set out by Canary 
Wharf Management and anyone who does not follow the correct procedures 
may have a complaint to answer.  
 
When booking into E14C a driver will also be given a queue position in 
E14. You will be able to Soon to Clear in to E14 but not E14C. 
 
If you are on E14C at 21.00 you must book off the zone. In order to book 
into E14, during the hours of 21.00 – 6.00 or during the weekend, you must 
be within the E14 postal area. Please note you will be unable to ‘Soon to 
Clear’ into E14 during the hours of 21.00 – 6.00. 
 
Again any drivers, who choose to book into E14 and want to enter the 
Canary Wharf area, must comply with the request of Canary Wharf 

9. Booking In 

10. Special Zones 
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Management and have their FOR HIRE lights on. It is recommended for 
those drivers who do not wish to do this; they park in a safe place outside of 
the security boundaries. 
 
It is very important to remember the agreed Run-In amount of up to £4.20 at 
the time of arrival is strictly adhered to. If a driver is stopped at the security 
barrier for any reason they must be courteous to the Security Guards and if 
need be reset the meter when necessary so that the maximum run-in amount 
is not exceeded. 
 
For those drivers who engage ‘Code 3’ going home or have already 
activated it, will not be permitted to book into E14. Drivers can only bid for 
trips in E14 between 21:00 to 06:00. 
 
SE75 – House of Commons 
 
When the House of Commons/Lords stands the dispatchers will send 
messages out advising drivers to book in to SE75. 
 
You can only book into SE75 when you are no more than ten minutes away 
from the Houses of Parliament. All the work is Fixed Priced and will be 
dispatched as ‘As Directed’. Once you have accepted the trip the destination 
and Fixed Price will be displayed. If a trip remains unmatched for more than 
two minutes it will go into ‘Bids’ .   
 
Please note that any driver who has activated their ‘Code 3’ is not permitted 
to book into SE75. If a driver has activated their reject disable ‘Code 3’ they 
must bid onto SE75.  The system will then only offer trips, which are going 
to drivers home zone or one of it’s back up zones.  
 
All trips carry a 15-minute waiting time before the trip reverts to a meter 
fare. 
 
LONDON AIRPORT . 
 
Any trip from Terminals1, 2, 3, 4 or 5 will be dispatched via the feeder park 
and this zone has been called WW00. You must book into WW00 when you 
are within the perimeter road of Heathrow Airport. 
 
Once you have booked in correctly, you must be in your taxi ready to accept 
or reject any job that is displayed on your terminal. Please do not book in 
unless your exit route is clear. 
 
Failure to comply with these rules could result in a complaint being issued 
against you. 
 
CITY AIRPORT 
 
Only work picking up from the City Airport will be dispatched to CC00 and 
being a physical rank it will be self-policing. 
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Parking at the City Airport will include the front of the rank being part of 
the Banjo. The only stipulation will be that drivers must be able to get out of 
the Banjo to collect their passenger.  
 
If a driver is blocked in and unable to collect their passenger they must book 
off from the CC00 rank or ensure they reject the trip. Like all other ranks 
drivers will retain a queue position within E16 when booking off CC00. 
CC00 will not have a restriction to the number of drivers permitted to book 
in; the total number of parking spaces available at the City Airport will 
govern this.  
 

 
 

 
With the exception of the House of Commons (SE75), all other Fixed Price 
work you will see the destination and amount of the trip, on the offer screen. 
You will have the opportunity to view the information before accepting or 
rejecting the journey. 
 
If you are dissatisfied with a fixed price trip UNDER NO 
CIRCUMSTANCES MUST YOU RAISE THIS ISSUE WITH THE 
PASSENGER please wait until you can contact the office. If you have any 
problem with a trip you MUST NEVER REMONSTRATE WITH THE 
PASSENGER either contact the office or if you feel the need, come to see 
the Board Member in charge of driver operations. The complaints procedure 
of the Society has previously expelled members who have argued with 
account passengers. 

 
 
 

There are few trips in the system which are non-rejectable, already 
mentioned have been E.C.5.where the first trip offered must be accepted. 
Also if you have received a multiple trip offer or an executive account trip 
offer, these cannot be rejected under any circumstances. 

 
 
 
 

Dial-a-Cab operates a reject penalty system, which has been designed to be 
as fair as possible to all of our members; the penalty system is as follows: 
 
If you reject five trips in a row that are offered to you through the system, on 
the sixth rejection you will be placed to the back of the queue giving other 
drivers who are more willing the chance to accept the jobs that are offered. 
 
Consistent offenders who get themselves on “MAXIMUN REJECTS”  
could still face the complaints procedure. 

 
 
 

 
We have an extremely large number of credit account customers, and every 
effort must be made to ensure that we give them a first class service. To 

11. Fixed Prices 

13. Reject Penalty System 

14. Credit Account Information 

12. Non-Rejectable Jobs 
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enable us to deal with any queries which may arise it is advisable that you 
record all relevant details of your job, i.e. account number, passengers name, 
time and date. Due to computer space you are advised that no queries can be 
entertained more than four weeks after the date that any credit ride is 
undertaken. If you are asked by a client to do anything other than which is 
given on your details either do the appropriate coded message or 
alternatively call the Drivers Line and query it. 
 
Always check that you have picked up the correct passenger before starting 
your journey. If you pick up a job, which has not been allocated to you, it is 
possible you may have a complaint issued against you.  Payment for the trip 
may also be withheld until the complaint has been dealt with. It is essential 
that your terminal be on at all times whilst you are on a credit ride. The 
reasons for this are obvious in that credit account customers sometimes wish 
to contact colleagues in another cab or wish to change the destination of a 
delivery. 
 
If you are in doubt as to what you should do in any situation it is advisable 
to gain clearance either via the terminal or on voice.  
 
A gratuity is added to all credit trips with the exception of fixed prices.   
 
DELIVERIES 
Many of your trips are deliveries, please make sure that you have the correct 
address details before the onset of the journey, and always try to gain a 
signature upon receipt at your destination. Please always check that you 
have delivered to the correct address and hand the delivery to the addressee 
or the official company receptionist or doorman. If you are in a situation 
where there is no reply from the delivery address DO NOT TAKE IT 
UPON YOURSELF TO ACT, ALWAYS CONFIRM WITH THE 
CALL CENTRE  they in turn will contact the client and ask them what they 
wish you to do. 
 

 
 
 

 
EXECUTIVE ACCOUNTS:  These accounts carry a £5.00 surcharge; this 
is not shown on the meter, all you do is clear the job as normal and our 
computer will make the adjustments to the fare. 
 
PRE-BOOKED TRIPS FROM THEATRES AND MAIN LINE 
STATIONS, (including WIMBLEDON TENNIS, WEMBLEY 
COMPLEX, O2 ARENA  and the ROYAL ALBERT HALL ) carry a 
£4.00 surcharge. This charge should be added AT THE END OF THE 
TRIP. ALBERT HALL OR OTHER THEATRES WITH THEIR OWN 
ACCOUNT ARE NOT APPLICABLE.  
 

 
 
 

If you are allocated a trip you are allowed to arrive at the pick up point with 
a maximum of £4.20 showing on your meter. The only exception to this 

15. Accounts That Carry Surcharges 

16. Authorised Run-ins 
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rule is if you are allocated a trip from the Westminster Taxi card 
account, in this case the run-in is £3.80 and there is no £8.00 minimum 
on this account.   
 
ONLY IF AUTHORISED BY THE CONTACT CENTRE CAN YOU 
HAVE MORE ON YOUR METER!   
It is an offence to have more than the authorised amount on your meter. 
 
If a trip is pre-booked you must have no more than the authorised run-in on 
the meter at the PRE-BOOKED TIME . The run-in is not a surcharge, and 
thus cannot be added at the end of your trip. The run-in is designed to 
encourage drivers to run from a distance to cover a job. 
 
The minimum account ride on this circuit is £8.00; any trip under this price 
including any extras must be rounded up to the minimum fare. Gratuities for 
all credit work are added to the meter fare by the computer at the rate of 
10% except for fixed price trips where the gratuity is already added. Any 
money laid out by the driver also carries the 10% gratuity. 
 
The above does not include accounts that are specified as no run-ins. 
 

 
 
 

 
With the exception of specified accounts extra payments over and above the 
metered fare is paid after the first 15 minutes to a maximum of 30 minutes 
in 5-minute segments. If the trip is pre-booked the waiting time starts from 
the pre-booked time. If you are instructed to Advise Arrival you must advise 
the ring back telephonist immediately. You do this by pressing the ‘Advise’ 
button; he/she will then inform the customer that you are waiting outside. 
Failure to do this could result in you not being paid the waiting time, advise 
the ring back telephonist at 15 minute intervals thereafter using the ‘Advise’ 
or the ‘No-Show’ button. 
 

 
 
 

To activate the going home facility you must complete five account trips and 
have been signed in for one hour.  
 
To activate the Reject Disable (Code 3) facility, first press the GEN CODE 
button. From the option of buttons presented press the CODE 3 button. 
You will then be asked to press the CODE 3 button again to confirm. 
A message will appear at the bottom left of the screen stating ‘Reject 
Disable On’ and the number of minutes remaining. 
 
The Reject Disable can be engaged whilst on another job, a STC or CLEAR 
JOB function will not affect the Enabled Reject Disable Facility. Drivers 
should take note that the 1-hour countdown starts as soon as the facility is 
enabled. 

   

17. Waiting Time for Credit Work  

18. Reject Disable (Code 3) 
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You can be booked into any zone when engaging your Code 3 except EC5, 
E14 and SE75.   
You can reject as many trips as you wish within the hour, as long as the 
code 3 is active. 
 
Bidding for trips in EC5, E14 and SE75 is now permitted. You will only be 
offered a trip from these three zones if the trip is going to your home zone or 
one of its back up zones. No preference is given to a driver who has engaged 
his Code 3 facility over another driver when trips are offered.  
 
Once you have completed the trip you will again be booked off the system 
for the six-hour period. 
 
If having accepted a trip it is then cancelled, the system will automatically 
calculate from the time the facility was enabled to the time the cancelled trip 
was accepted. The system will then deduct these minutes from the 1-hour 
time limit and the remaining number of minutes will be set to enable the 
driver to be offered another trip. 

 
Drivers can undertake street cash jobs, street credit card rides and hail & 
ride Taxi card journeys having enabled the Going Home Facility without 
penalty. However, it must be mentioned that no trips will be offered while 
the meter is on and the countdown timer will remain active whilst any of the 
above functions are performed 
 

 
 
 

 
Should you be on complaint for any reason, the Board Member responsible 
for dealing with the complaints will send you details outlining the complaint 
against you. Upon receiving this you will have seven days in which to reply 
in writing. The Board Member will than assess the evidence and take what 
action he/she deems necessary. 
 

 
 
 

 
The Complaints Committee is made up of three fully paid up shareholders 
selected at random, with a non-voting Chairman drawn from the Board of 
Management, plus the Complaints Officer. Any one who has to appear 
before a Complaints Committee will be advised in writing stating the date 
and time of the hearing. If there is any computer evidence that you would 
like to use in your defence you are advised to inspect these before the 
Complaints Meeting. 
 
If you do not agree with the Committee’s decision you have the right to 
appeal within 4 days to the Board of Management. 
 
If you are asked to sit on a Complaints Committee you will be paid an 
hourly rate whilst you are in attendance plus one hour travelling. 

19. The Complaints Procedure 

20. The Complaints Meeting 
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1. Rudeness abuse or violence, threatened or actual, towards clients, other 
members or staff of O.D.R.T.S. 

2. Conducting him or herself in a manner likely to bring the Society into disrepute. 
3. Conduct liable to prejudice the Society. 
4. Arriving at the pickup point with more than the authorised amount showing on 

the meter. 
5. Taking a job allocated to another member or pulling off a job without the 

consent of the Call Centre. 
6. Making a journey which is the property of the Society his / her own. 
7. Data inaccuracies and anomalies. 
8. Misuse, non-accidental damage, or tampering with the O.D.R.T.S. equipment. 
 9. Failing to complete a journey, as per trip details. 
10. Using a badge number other than their own or allowing another to use their 

badge number. 
11. Booking into a zone contrary to the Society’s procedure or placing him/herself 

in a favourable position of which they have prior knowledge to gain an unfair 
advantage. 

12. Accepting and then failing to complete or trying to have recovered an As 
Directed trip.  

13. Trying to reject a non-rejectable trip by engaging the meter or timing out. 
14. Failing to accept a Company Charge Card or Westminster Taxi-Card trip (Hail 

& Ride). 
15. Failing to keep his/her taxi in a good mechanical, clean and presentable 

condition. 
16. Not adhering to a Rule as specified in The Company Rule Book. 
17. Not producing his/her Motor Cab Licence within the time limit set by 

O.D.R.T.S. 
18. Not displaying the company logo. 
19. Failing to use the delay advised facility when anticipating being late for a 

pickup. 
20. Not transporting the passenger by the shortest route without authorisation from 

the Call Centre. 
 
 
 
 
 
 
 

O.D.R.T.S. PROCEDURE RULES 
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�

�

�

�

1. Go to the Dial-a-Cab 
website 
www.dialacab.co.uk then 
click on  ‘DAC Members 
Portal’  

�

�

� 2. Click on ‘Click here to 
view eStatements’.  

� �

�

�

3. A separate window will 
open.  

In the ‘Enter User ID’  
field type in lower case: 

badge.0 and then your 
badge number. 

In the ‘Enter Password’ 
field type in lower case: 
password  

Then click on ‘Submit’ 
button. 

�

�

�

4. You will then be asked to 
enter your own password. 

To verify the password 
enter the password again 
in the box below. 

Note: Passwords must 
eight characters or more 
in length.�

Click on ‘DAC 
Members Portal’ 

 

VIEWING DRIVER STATEMENTS ONLINE 
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�

5. Then click on the 
‘Submit’  button. 

Your new password will 
now be stored. 

�
�

6. List of statements will be 
shown. 

 
Click on ‘PDF’  to view 
statement in Adobe. 
 
Or 
 
Click on ‘CSV’  to 
download statement into 
Excel.�

Click on ‘PDF’ or 
‘CSV’ to view 

statements  

Click on 
‘Submit’  button to 

store details  
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Dial-a-Cab Training …. 
�������������	���
Fitting Bay Manager 
Driver Operations 
 
Unit 1 
Roman Way Industrial Estate 
149 Roman Way 
London 
N7 8XH 
 
Tel: 020 7607 6403 
Mail: danat@dialacab.co.uk 


�������
������
Driver Operations 
 
 
39-47 East Road 
London 
N1 6AH 
 
Tel: 020 7553 7200 
Mob: 07703 404 176 
Mail: Shelagha@dialacab.co.uk 
 


�����������
Board Member 
Compliance Officer 
 
39-47 East Road 
London 
N1 6AH 
 
Tel: 020 7553 7222 
Mob: 07879 666011 
Mail: allane@dialacab.co.uk 
 

�����������	�
Training Manager 
 
39-47 East Road 
London 
N1 6AH 
 
Tel: 020 7553 7231 
Mob: 07703 404174 
Mail: darenm@dialacab.co.uk 
 

�������������
Driver Services (Payments) 
 
39-47 East Road 
London 
N1 6AH 
 
Nuala Glavin 
 

Tel: 020 7426 5897 
Mail: nualag@dialacab.co.uk 
 
Fax: 020 7553 7296 

������������  
 
39-47 East Road 
London 
N1 6AH 
 

Tel: 020 7426 3411 


