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GET TO KNOW COMPASS

Introduction
(TRUFXX� NX� F� \JG�GFXJI� XTQZYNTS� KTW� XHMTTQ� YWFSXUTWYFYNTS� RFSFLJRJSY� YMFY� KZQQ^� NSYJLWFYJX� WTZYNSL�� XYZIJSY� YWFHPNSL�� FSI� [JMNHQJ�
YWFHPNSL� FSI� XZW[JNQQFSHJ�� 'JHFZXJ� (TRUFXX� NX� JSYNWJQ^� \JG�GFXJI�� ZXJWX� IT� STY� SJJI� YT� NSXYFQQ� FS^� XTKY\FWJ� TW� RFNSYFNS� YMJNW� T\S�
XJW[JWX�YT�FHHJXX�NYX�KZQQ�KZSHYNTSFQNY^.

What does Compass do?
'^�XNRUQ^�QTLLNSL�NS��ZXJWX�HFS�GJLNS�UQFSSNSL�WTZYJX�TW�YWFHPNSL�[JMNHQJX�FSI�XYZIJSYX�INWJHYQ^�KWTR�YMJNW�\JG�GWT\XJW��(TRUFXX�NX�F�
UT\JWKZQ�WTZYNSL�FUUQNHFYNTS�YMFY�KJFYZWJX�F�XYWJFRQNSJI�Y\T�XYJU�WTZYJ�GZNQINSL�UWTHJXX�FSI�FZYTRFYNH�TUYNRN_FYNTS�

8HMTTQX� HFS� JFXNQ^� X^SHMWTSN_J� YMJNW� XYZIJSY� NSKTWRFYNTS� X^XYJRX� \NYM� (TRUFXX�� &� XNSLQJ� IFYFGFXJ� MTQIX� FQQ� XYZIJSY� NSKTWRFYNTS��
UWT[NINSL�ZXJWX�\NYM�F�HTSXNXYJSY�FSI�WJQNFGQJ�J]UJWNJSHJ�

:XJWX� HFS� RTSNYTW� [NIJT� XZW[JNQQFSHJ� NS� WJFQ� YNRJ� FSI� WJ[NJ\� [JMNHQJ� IFYF� XYFYZX�� );7� MJFQYM� HMJHPX�� UFSNH� FQFWRX�� FSI� XYTU�FWR�
IJUQT^RJSY�J[JSYX�HFS�GJ�IJYJHYJI�KWTR�FS^�NSYJWSJY�HTSSJHYJI�IJ[NHJ�

(TRUFXX�NX�GZNQY�TS�*87.�,JTLWFUMNH�.SKTWRFYNTS�8^XYJRX�
,.8��KTW�RFUUNSL�FSI�UQFSSNSL��FSI�ZXJWX�HFS�RTINK^�*87.�GFXJI�RFUX�YT�
XZNY�YMJNW�SJJIX��.RUTWYNSL�,58�IFYF�NX�STY�WJVZNWJI�YT�[NJ\�QN[J�[JMNHQJ�YWFHPX�TS�YMJ�RFU�TW�YT�HMJHP�[JMNHQJ�THHZUFSH^�FY�FS^�YNRJ�џ�
YMNX�NSKTWRFYNTS�NX�F[FNQFGQJ�NSXYFSYQ^�\NYM�F�XNSLQJ�HQNHP�

Get Familiar with Compass Terminology
'JKTWJ�YFPNSL�KZQQ�FI[FSYFLJ�TK�(TRUFXX��NY�NX�NRUTWYFSY�YT�ZSIJWXYFSI�XJ[JWFQ�HTWJ�HTSHJUYX�YMFY�FWJ�KZSIFRJSYFQ�YT�MT\�YMJ�
FUUQNHFYNTS�\TWPX.

Scenarios
1TFINSL�F�XHJSFWNT�NX�YMJ�KNWXY�XYJU�KTW�FS^�ZXJW�\MT�MFX�QTLLJI�NS�YT�(TRUFXX�7TZYJ�'ZNQIJW��&�XHJSFWNT�NX�F�[JWXNTS�TK�YMJ�HTSINYNTSX�
YMFY�FKKJHY�WTZYNSL�J[JSYX��IJKNSJI�G^�F�HTRUQJYJ�IFYFXJY�

(ZXYTRJWX� HFS� HWJFYJ� RZQYNUQJ� XHJSFWNTX� GFXJI� TS� YMJNW� TUJWFYNTSFQ� SJJIX�� JFHM� HTSYFNSNSL� INKKJWJSY� IFYF�� +TW� J]FRUQJ�� XTRJ�
HZXYTRJWX� RF^� WJVZNWJ� XJUFWFYJ� XHJSFWNTX� KTW� INKKJWJSY� UJWNTIX� TK� YMJ� XHMTTQ� ^JFW�� 'JHFZXJ� XHJSFWNTX� FWJ� FXXTHNFYJI� \NYM� XHMTTQ�
INXYWNHYX��FQQ�WJQJ[FSY�IFYF�RZXY�GJ�F[FNQFGQJ�GJKTWJ�F�XHJSFWNT�HFS�GJ�HWJFYJI�

<J�NSNYNFQQ^�UWT[NIJ�JFHM�HZXYTRJW�\NYM�TSJ�XHJSFWNT��(QTSNSL�YMNX�XHJSFWNT�GJKTWJ�GJLNSSNSL�FS^�\TWP�NX�XYWTSLQ^�WJHTRRJSIJI��FX�NY�
UWJXJW[JX�Y\T�HTUNJX�TK�YMJ�TWNLNSFQ�IFYF�FX�F�XFKJLZFWI.

Maps
*87.�GFXJI�RFUX�FWJ�JXXJSYNFQ�KTW�IJ[JQTUNSL�WTZYJX�NS�(TRUFXX��FX�YMJ^�UWJXJSY�HWNYNHFQ�LJTLWFUMNH�NSKTWRFYNTS��-T\J[JW��RFUX�FWJ�
TSQ^�JKKJHYN[J�\MJS�YMJ�FXXTHNFYJI�IFYFXJY�MFX�GJJS�GZNQY�FSI�QTFIJI��4SHJ�YMJ�ZXJW�QTFIX�FS�J]NXYNSL�XHJSFWNT��YMJ�IFYFXJY�NX�QNSPJI�YT�
YMJ�RFU��FSI�ZXJWX�HFS�WJYWNJ[J�NSKTWRFYNTS�FGTZY�FS^�INXUQF^JI�KJFYZWJ�G^�HQNHPNSL�TS�NY�

<MJS�IFYF�NX�F[FNQFGQJ��ZXJWX�HFS�WJYWNJ[J�NSKTWRFYNTS�FGTZY�FS^�RFU�KJFYZWJ�G^�HQNHPNSL�TS�NY�
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Runs
&�WZS�NX�F�XJY�TK�INWJHYNTSX�YMFY�LZNIJX�F�IWN[JW�KWTR�YMJ�IJUTY�YT�UNHP�ZU�XYZIJSYX�FY�YMJNW�FXXNLSJI�XYTUX��IJQN[JW�YMJR�YT�YMJNW�
IJXYNSFYNTS�
Y^UNHFQQ^�F�XHMTTQ���FSI�WJYZWS�YT�YMJ�IJUTY�џ�TW�UWTHJJI�INWJHYQ^�YT�FSTYMJW�WZS��&�WJYZWS�WZS�KTQQT\X�YMJ�WJ[JWXJ�UFYM��YMJ�
IWN[JW�IJUFWYX�KWTR�YMJ�XHMTTQ��IWTUX�XYZIJSYX�TKK�FY�YMJNW�FXXNLSJI�XYTUX��FSI�WJYZWSX�YMJ�GZX�YT�YMJ�IJUTY��.S�J[JW^�WZS��JNYMJW�YMJ�
UNHPZU�TW�YMJ�IWTU�TKK�UTNSY�NX�FY�YMJ�XHMTTQ�

Stops, Schools and Students
'JKTWJ�UQFSSNSL�WZSX��ZXJWX�RZXY�HWJFYJ�XYTUX��\MNHM�IJKNSJ�YMJ�HTZWXJ�TK�JFHM�WZS��8YTUX�FWJ�YMJ�QTHFYNTSX�\MJWJ�XYZIJSYX�FWJ�UNHPJI�
ZU�TW�IWTUUJI�TKK�JFHM�IF^��*FHM�XYTU�WJVZNWJX�Y\T�FIINYNTSFQ�IFYFXJYX�џ�XHMTTQX�FSI�XYZIJSYX�џ�GTYM�QNSPJI�YT�XUJHNKNH�FIIWJXXJX��
9MNX�IFYF�RZXY�GJ�QTFIJI�NSYT�YMJ�IFYFGFXJ�GJKTWJ�FS^�WTZYNSL�\TWP�GJLNSX�

8YTUX�RZXY�FQ\F^X�NSHQZIJ�GTYM�UNHPZU�FSI�IWTU�TKK�NSKTWRFYNTS�FY�YMJ�YNRJ�TK�HWJFYNTS�

(TRUFXX�XZUUTWYX�Y\T�Y^UJX�TK�XYTUX��IJUJSINSL�TS�YMJNW�QTHFYNTS�WJQFYN[J�YT�XYZIJSYX��WJXNIJSHJX��(ZWG�YT�(ZWG�8YTUX�FWJ�QTHFYJI�FY�
YMJ�XYZIJSY�X�WJXNIJSHJ��,WTZU�8YTUX�HFS�GJ�UQFHJI�FS^\MJWJ�\NYMNS�\FQPNSL�INXYFSHJ�TK�XJ[JWFQ�XYZIJSYX��WJXNIJSHJX��FQQT\NSL�RZQYNUQJ�
XYZIJSYX�YT�XMFWJ�F�XNSLQJ�XYTU.

Routes
&�WTZYJ�NX�F�HTRGNSFYNTS�TK�WZSX�LWTZUJI�NSYT�F�XNSLQJ�XHMJIZQJI�NYNSJWFW^��&�GZX�IWN[JW�RF^�SJJI�YT�HTRUQJYJ�Y\T�TW�RTWJ�WZSX�\NYM�
INKKJWJSY�UZWUTXJX�GJKTWJ�WJYZWSNSL�YMJ�[JMNHQJ�YT�YMJ�IJUTY��+TW�J]FRUQJ��Y\T�LWTZUX�TK�XYZIJSYX�RF^�YWF[JQ�YT�XHMTTQ�FY�INKKJWJSY�YNRJX�
NS�YMJ�RTWSNSL��TW�TSJ�LWTZU�RF^�GJ�YFPJS�YT�XHMTTQ�\MNQJ�FSTYMJW�NX�YFPJS�YT�F�INKKJWJSY�QTHFYNTS��9MJ�WJXZQYNSL�XJVZJSHJ�TK�WZSX�
HTSXYNYZYJX�F�WTZYJ�NS�(TRUFXX�

Vehicles
(TRUFXX�ZXJX�YMJ�YJWR��[JMNHQJX��YT�WJKJW�YT�FQQ�YWFSXUTWYFYNTS�FXXJYX�F[FNQFGQJ�KTW�WTZYJ�UQFSSNSL��'JHFZXJ�[JMNHQJX�FWJ�MTZXJI�NS�
IJUTYX��IJUTY�QTHFYNTSX�FWJ�JXXJSYNFQ�NSKTWRFYNTS�KWTR�YMJ�TZYXJY�TK�FS^�UWTOJHY��;JMNHQJ�XJQJHYNTS�RZXY�FHHTZSY�KTW�YMJ�SZRGJW�TK�
WNIJWX��FX�\JQQ�FX�FS^�WJVZNWJI�JVZNURJSY�TW�FHHTRRTIFYNTSX�џ�XZHM�FX�\MJJQHMFNW�FHHJXXNGNQNY^��XJFY�GJQYX��TW�XFKJY^�[JXYX.
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Geocoding
Geocoding�NX�YMJ�UWTHJXX�TK�HTS[JWYNSL�F�XUJHNKNH�FIIWJXX�NSYT�F�UFNW�TK�LJTLWFUMNH�HTTWINSFYJX�
]�FSI�^�[FQZJX��

8J[JWFQ�HTRRTS�YFXPX�NS�(TRUFXX�7TZYJ�'ZNQIJW�џ�XZHM�FX�FIINSL�XYZIJSYX��FIINSL�XHMTTQX��TW�HWJFYNSL�XYTUX�џ�WJVZNWJ�FIIWJXXJX�YT�
GJ�HTS[JWYJI�NSYT�HTTWINSFYJX��(TRUFXX�ZXJX�YMJXJ�HTTWINSFYJX�YT�LJSJWFYJ�WZSX�FSI�WTZYJX��9MJ�(TTWINSFYJX�9TTQ�HFS�GJ�ZXJI�YT�
[NJ\�YMJ�]�FSI�^�[FQZJX�FXXTHNFYJI�\NYM�FS^�FIIWJXX�TW�UTNSY�TS�YMJ�RFU.

Let’s take a look at Schools Management to illustrate how this is done in Compass:

9MWJJ� LJTHTINSL� YTTQX� FWJ� F[FNQFGQJ� GJSJFYM� YMJ� FIIWJXX� KNJQI�� &� WJI� GZYYTS� YMFY� WJYWNJ[JX� GTYM� FS� FIIWJXX� FSI�NYX�coordinates, a 
green button that WJYWNJ[JX coordinates�TSQ^� and a white button that links a�Y^UJI address to its HTWWJXUTSINSL coordinates.

If you know the exact location on the Map, ZXJ�YMJ�WJI�
,JTHTINSL� GZYYTS YT� WJYWNJ[J� GTYM� YMJ� address and 
coordinates XNRZQYFSJTZXQ^:

• (QNHP�KNWXY�TS�YMJ�WJI Geocoding button.

• Zoom in and click the exact location on the Map.
The address and coordinates will be displayed in the
corresponding KNJQIX.

1

The green geocoding button FQQT\X� ^TZ� YT enter the 
address manually and even HTSYWTQ� MT\� NY is displayed. 
To do so:

• Click the green Geocoding button.

• Zoom in and click the exact location on the Rap.
The coordinates KTW that location FUUJFW in the
corresponding KNJQIX.

• Then, enter the address information as you want it
displayed in the address KNJQI.

2

3 9MJ�\MNYJ�LJTHTINSL�GZYYTS��XMT\S�FX�F�RFLSNKNJW� NHTS��
QinkX a�Y^UJI address to its corresponding coordinates.
To link an address with its coordinates:

• Enter the address in its corresponding KNJQIX.

• Click on the white Geocoding button. The coordinates
FUUJFW�NS�YMJ�KNJQIX below.
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• (ZWG�YT�(ZWG�8YTUX�XJW[J�F�XNSLQJ�XYZIJSY�FSI�FWJ�Y^UNHFQQ^�QTHFYJI�FY�TW�SJFW�YMFY�XYZIJSY�X�WJXNIJSHJ�

• ,WTZU�8YTUX�XJW[J�RZQYNUQJ�XYZIJSYX�\MT�QN[J�NS�YMJ�XFRJ�FWJF�FSI�FWJ�FGQJ�YT�\FQP�YT�F�XMFWJI�XYTU�QTHFYNTS�

Stop Management Tool

9MJ�8YTU�2FSFLJRJSY�YTTQ�NX�FHHJXXNGQJ�KWTR�YMJ�8YTUX�YFG��(QNHPNSL�YMNX�YFG�TUJSX�YMJ�8YTU�2FSFLJRJSY�RJSZ��\MNHM�UWT[NIJX�F�
WFSLJ�TK�KNQYJWX�KTW�XJFWHMNSL�J]NXYNSL�XYTUX�

&KYJW�XJQJHYNSL�YMJ�IJXNWJI�KNQYJWX��HQNHP�YMJ�+NSI�GZYYTS�YT�INXUQF^�F�QNXY�TK�RFYHMNSL�XYTUX��*FHM�WJXZQY�XMT\X�YMJ�XYTU�.)�FQTSLXNIJ�F�
8JFWHM�GZYYTS��\MNHM�QTHFYJX�YMJ�XJQJHYJI�XYTU�TS�YMJ�RFU�FSI�TUJSX�NYX�'ZX�8YTU�IJYFNQX�\NSIT\�.

CREATING STOPS

Understanding Stops

&X�IJXHWNGJI�NS�YMJ�NSYWTIZHYTW^�YZYTWNFQ�,JY�YT�0ST\�(TRUFXX��XYTUX�FWJ�YMJ�QTHFYNTSX�\MJWJ�XYZIJSYX�FWJ�UNHPJI�ZU�TW�IWTUUJI�TKK�TS�
YMJNW�\F^�YT�FSI�KWTR�XHMTTQ��8YTUX�RZXY�GJ�UQFSSJI�HFWJKZQQ^�GJKTWJ�WZSX�FSI�WTZYJX�HFS�GJ�LJSJWFYJI��FX�YMJ^�IJKNSJ�YMJ�HTZWXJ�TK�
JFHM�WZS�

(TRUFXX�XZUUTWYX�Y\T�Y^UJX�TK�WJXNIJSYNFQ�GZX�XYTUX�
INXYNSHY�KWTR�HMTTQX���GFXJI�TS�YMJ�SZRGJW�TK�XYZIJSYX�FXXNLSJI�to them:
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F� ;JMNHQJ�5WTKNQJX�џ�8JQJHY�F�UWTKNQJ�KWTR�YMJ�IWTU�IT\S�RJSZ��5WTKNQJX�FWJ�ZXJI�YT�LWTZU�[JMNHQJX�\NYM�XNRNQFW�HMFWFHYJWNXYNHX�FSI�
JVZNURJSY.

G� 8HMTTQX�FSI�)JUTYX�џ�8JFWHM�KTW�[JMNHQJX�FXXNLSJI�YT�XUJHNKNH�XHMTTQX�TW�F[FNQFGQJ�FY�XUJHNKNH�IJUTYX�ZXNSL�YMJ�HTWWJXUTSINSL�
XHWTQQ�IT\S�RJSZX.

H� 8UJHNFQ�*VZNURJSY�FSI�&HHTRRTIFYNTSX�џ�+NQYJW�KTW�[JMNHQJX�JVZNUUJI�\NYM�\MJJQHMFNWX��FS�FXXNLSJI�FNIJ��FNW�HTSINYNTSNSL��XUFWJ�
[JMNHQJ�F[FNQFGNQNY^��TW�&;1�,58.

I� ;JMNHQJ�3ZRGJW�FSI�&YYWNGZYJX�џ�8JFWHM�G^�[JMNHQJ�SZRGJW�TW�XUJHNKNH�FYYWNGZYJX

J� ;JMNHQJX�<NYM�3T�7ZSX�џ�.IJSYNK^�[JMNHQJX�\NYM�ST�FXXNLSJI�WZSX�IZWNSL�F�XUJHNKNJI�UJWNTI�

7JKJW�YT�YMJ�KNLZWJ�GJQT\�KTW�FS�T[JW[NJ\�TK�MT\�YMJXJ�KNQYJWX�FWJ�FWWFSLJI�TS�XHWJJS�

MANAGING VEHICLES

Understanding Vehicle Management

(TRUFXX�ZXJX�YMJ�YJWR��[JMNHQJX��YT�WJKJW�YT�FQQ�YWFSXUTWYFYNTS�FXXJYX�F[FNQFGQJ�KTW�WTZYJ�UQFSSNSL��.S�UWFHYNHJ��KQJJYX�Y^UNHFQQ^�NSHQZIJ�
XJ[JWFQ�[JMNHQJ�Y^UJX�\NYM�INKKJWJSY�HMFWFHYJWNXYNHX��FSI�ZXJWX�RZXY�IJYJWRNSJ�\MNHM�[JMNHQJX�FWJ�FUUWTUWNFYJ�KTW�JFHM�WTZYJ�YMJ^�IJXNLS.

Vehicle Properties

;JMNHQJ� XJQJHYNTS� NX� GFXJI� UWNRFWNQ^� TS� RF]NRZR� WNIJW� HFUFHNY^� FSI� THHZUFSH^� FQQT\FSHJ�� GZY� RZXY� FQXT� FHHTZSY� KTW� FS^� WJVZNWJI�
JVZNURJSY�TW�XUJHNFQ�FHHTRRTIFYNTSX�

8TRJ�TK�YMJXJ�HTSXNIJWFYNTSX�FWJ�YJHMSNHFQ��+TW�J]FRUQJ��YMJ�F[FNQFGNQNY^�TK�&;1�TW�,58�X^XYJRX�NX�JXXJSYNFQ�KTW�YWFHPNSL�FSI�QTHFYNTS�
UZWUTXJX�� 4YMJWX� WJQFYJ� YT� XFKJY^�� NSHQZINSL� RF]NRZR� WTZYJ� FSI� IWN[J� YNRJX�� RF]NRZR� YTYFQ� INXYFSHJ�� XJFY� GJQYX�� XFKJY^� [JXYX�� FSI�
\MJJQHMFNW� FHHJXXNGNQNY^�� &IINYNTSFQ� FHHTRRTIFYNTSX� џ� XZHM� FX� FNW� HTSINYNTSNSL� TW� FXXNLSJI� FNIJX� џ� IJUJSI� TS� NSIN[NIZFQ� XYZIJSY�
SJJIX�

4UJWFYNSL�HTXYX�UJW�MTZW�TW�UJW�RNQJ�RF^�FQXT�GJ�KFHYTWJI�NS�FX�KNSFSHNFQ�HTSXNIJWFYNTSX�

;JMNHQJX�FWJ�MTZXJI�NS�IJUTYX��FSI�IJUTY�QTHFYNTSX�FWJ�JXXJSYNFQ�KWTR�YMJ�TZYXJY�TK�FS^�WTZYNSL�UWTOJHY��FX�YMJ^�Y^UNHFQQ^�XJW[J�FX�GTYM�
YMJ�XYFWYNSL�UTNSY�FSI�YMJ�KNSFQ�IJXYNSFYNTS�TK�J[JW^�WTZYJ��)JUTY�QTHFYNTS�YMJWJKTWJ�UQF^X�F�XNLSNKNHFSY�WTQJ�NS�[JMNHQJ�XJQJHYNTS.

Vehicle Management Tool

9MJ�;JMNHQJ�2FSFLJRJSY�YTTQ�NX�FHHJXXNGQJ�KWTR�YMJ�;JMNHQJX�YFG��QTHFYJI�NS�YMJ�QJKY�XJHYNTS�TK�YMJ�XHWJJS�GJSJFYM�YMJ�RFNS�YTTQGFW�
;JMNHQJX�HFS�GJ�XJFWHMJI�ZXNSL�KNQYJWX�TWLFSN_JI�NSYT�YMJ�KTQQT\NSL�XJHYNTSX�
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�� 8JQJHY�YMJ�FUUWTUWNFYJ�XJFWHM�KNQYJWX�FX�IJXHWNGJI�NS�YMJ�;JMNHQJ�2FSFLJRJSY�9TTQ�XJHYNTS�

�� CQNHP�YMJ�+NSI�GZYYTS��&�QNXY�TK�RFYHMNSL�[JMNHQJX�FUUJFWX�GJQT\�

�� (QNHP�YMJ�WJHTWI�NHTS�YT�YMJ�QJKY�TK�YMJ�[JMNHQJ�SZRGJW��9MJ�;JMNHQJ�)JYFNQX�\NSIT\�TUJSX�

Editing Vehicles
*]NXYNSL�[JMNHQJX�\NYMNS�F�XHJSFWNT�HFS�GJ�JINYJI�FY�FS^�YNRJ��9T�QTHFYJ�FSI�JINY�F�[JMNHQJ�

9MJ�KNWXY�XJY�TK�KNJQIX�FQQT\X�^TZ�YT�

• Select Spare Vehicle if FUUQNHFGQJ.

• Enter�YMJ AVL Device ID� if required.

• Select the appropriate AVL Account.
• *SYJW�3TYJX��8YFQQ�SZRGJW�FSI�4ITRJYJW�IFYF�

3TYJ� YMFY� YMJ� [JMNHQJ� SZRGJW� assigned to the

selected vehicle, located NS the upper-left corner,

NX�WJFI�TSQ^�FSI�HFSSTY�GJ�RTINKNJI�

1

.S�YMJ�;JMNHQJ�)JYFNQX�\NSIT\��JSYJW�YMJ�WJVZNWJI�NSKTWRFYNTS�NS�YMJ�HTWWJXUTSINSL�KNJQIX��9MJXJ�KNJQIX�FWJ�TWLFSN_JI�NSYT�XJHYNTSX��
MNLMQNLMYJI�NS�YMJ�KNLZWJX�GJQT\�KTW�WJKJWJSHJ�

9MJ�KTQQT\NSL�KNJQIX�FQQT\�^TZ�YT�JSYJW�

• 9he maximum number of Riders allowed.

• 9he  Wheelchair�HFUFHNY^ on the vehicle.

• 9he number of Seat Belts and Safety Vests
available on the vehicle.

2




