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One Transport routes comprise a series of stops, at which passengers can get on or off the vehicle. This reference guide explains 
how to create new stops and routes, how to add stops to a route, and how to ensure that the stops on a route are ordered 
correctly.

Creating a Stop
1. Select Operations | Stops to display the Stops page.

2. Click the Search button to display a list of current stops.

3. Click the create new stop hyperlink to display editable 
fi elds related to stop details.

4. Select a Stop Type. 

5. Select a Route Type. This must correspond to the type of 
route (standard, network or door-to-door) that you intend to 
use the stop on.

6. Select an operational area for the stop from the Area Code 
fi eld.

7. Enter a Description for the stop.

8. Enter a valid Start date and End date for the stop’s use.

9. The remaining fi elds vary depending on the option selected 
in the Stop Type fi eld. The following table details the fi elds 
to be populated for each stop type:

Stop Type Fields Required

Wayside With Address Stop Address 

Roadside with Co-ords Easting

Northing

Base Stop Address

Base (required)

Site (required)

Student Address Stop Address

Student (required)

Home Address

Client/Person address Stop Address 

Client/Person (required)

Home Address 

10. Click the Save button to save the new stop.

Creating a Route
1. Select Operations | Routes to display the Routes page.

3. Click the create new route hyperlink to display editable 
fi elds related to route details.

2. Click the Search button to display a list of current routes.

4. Enter a Code and Description for the route (mandatory).

5. Select the Route type. The available options are: 

• Standard - an LA-specifi ed “school bus” route.

• Network - an existing, commercial, road or rail route.

• Door to door - the LA supplies transport to take a 
passenger from one specifi c stop to another. You cannot 
add additional stops to a door-to-door route.

6. Select Operational area and Frequency as required.

7. Enter Start date, End date, Journeys, and Distance 
information as required.

NOTE: The (number of) Passengers fi eld cannot be edited 
manually. The value of this fi eld is automatically calculated as 
passengers are added to the route.

8. If required, select the contractor that runs the route by 
clicking the Company Name browse button to display the 
Select Contractor dialog

9. If required, select a contractor type from the Type menu.

10. Click the Save button to save your changes.



   More Information:
• Maintaining Routes and Stops chapter of the 

Transport Back Offi ce handbook, available on the 
One Publications website via Education Services | 
Transport | Handbooks.
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Verifi ed Success dialog

Adding Stops to Routes
1. Select Operations | Routes | [select route] | Stops to 

view a list of the stops on a particular route.

NOTE: The Stops tab is only displayed for standard and 
network routes. You cannot add additional stops to door-to-
door routes, because door-to-door journeys run directly from 
one location to another.

2. Click the Insert Stops hyperlink to display the Insert Stops 
into route dialog.

3. Enter search criteria and then click the Search button to 
display a list of matching stops.

4. Highlight the stop that you want to add and then click the 
Insert button to insert the stop into the route.

NOTE: Transport routes are optimised for up to 50 stops. 
Performance may be affected on routes with over 50 stops.

5. Highlight the new stop and then enter a Step number.

6. Click anywhere outside the Step fi eld. The list of stops 
reorders to place the edited stop in the step you specifi ed.

7. Enter the Time that passengers will be picked up from the 
stop.

8. Click the Save button to save your changes.

NOTE: You can remove stops from the route using the remove 
stops hyperlink.

Verifying Stop Order
In One Transport, the sequence of stops on a route is denoted 
using steps. The fi rst stop on a route is assigned step 1, the 
second step 2, and so on.

It is possible to create a route with steps that are not in time 
order, enabling you to save routes in a partially fi nished state. 
However, fi nished routes must be in time order, with each step 
assigned a later time than the preceding step. 

The Verify Route routine confi rms that the steps and times on 
the route are in the same order, that there are no stops with 
duplicate times, and that each step has a valid time.

To verify a route:

1. Select Operations | Routes | [select route] | Stops to 
view a list of the stops on that particular route.

2. Click the verify route hyperlink.  A dialog is displayed, 
indicating whether the verifi caiton succeeded or failed. If 
it failed, a list of errors is displayed. These errors must be 
corrected before the route can be used.

Verify Failed dialog


