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What is the Android PDA software? 
 
The PDA Software is a custom built application that is designed specifically to run on drivers’ Android 
devices. It allows the driver to accept and process the jobs that have been sent either manually by 
the control room or automatically while on night control. 
 
Once a driver has a job they are able to send back and attach to the job: 

 The ’On Route’, ’At scene’, ’Clear’ and ‘Complete’ times 

 Photographs that are taken through the software 

 Risk assessments that are carried out on arrival at the scene of the job 

 Recovery, roadside and delivery reports that include customer signatures and damage 
diagrams (these can be configured on a Sales Account to be automatically sent to an email) 

  
In addition to the job features there are several other facilities available on the PDA software: 

 Daily vehicle checks can be forced if required to do so, and are sent back into RMS and 
stored in the vehicle record in the fleet management system. 

 Vehicle inventory checks can be carried out if required 

 Fuel entries can be recorded and sent back to the fleet management system. 

 Two-way text messaging between control and the driver, with pre-set items for commonly 
used messages.  

 Allocate a PDA for Night Control with the option to accept or reject jobs sent to your control 
room, and dispatch them to another driver if required. 

What devices will it run on? 
The PDA application will function on any Android device running a version of the Android® operating 
system released in the last 5 years, the software may operate on older versions of Android® though 
will not be supported by Apex.  Please see https://en.wikipedia.org/wiki/Android_version_history 
for a list of versions and their release dates. A screen size up to 10” is required.  There is a wide 
range of available devices, several of which are designed to be hard-wearing and thus ideal for 
roadside conditions. Note that RMS requires a rectangular screen, at least 3.5" in size. Smaller or 
square screens will cause issues in navigating the app. 

What does it cost? 
There is a fee payable to use the PDA’s. Please contact Apex Networks on 0871 522 3141 or email 
support@apex-networks.com as these fees vary and are subject to change. 

Preparing your RMS system to use PDAs 
In order for your RMS installation to function with PDAs there are a number of steps to be 
completed. 
 

Inform Apex 
Please let Apex support know if you intend to use the PDA feature because by default this is not 
activated. Apex will correctly configure your RMS server to allow communications between the 
server and the PDA devices. 

https://en.wikipedia.org/wiki/Android_version_history
mailto:support@apex-networks.com
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Set up PDA Parameters 
From within the Recovery system in RMS, select ‘Recovery Parameters’ from the ‘Setup’ menu then 
select the ‘PDA Setup’ tab. 

Configuration Tab 
The options on this tab allow changes to the way all PDAs behave, once these options have been 
changed the PDA software on all devices will need restarting to pick up the changes.  The options are 
explained here: 

 Force Daily Vehicle Checks:  Forces driver to complete a daily vehicle check upon login. 

 Force Job Risk Assessment: Forces driver to complete a job risk assessment when arriving at scene. 

 Force Condition Report: Forces a completed signed condition report before the job can be cleared. 

 Force Mileage and Outcome: Forces driver to enter mileage and outcome before clearing the job. 

 Enable Taking Job Images: Enables the camera within the software to take photos. 

 Send Job Images Back to Base Instantly: Attaches the images to the job automatically by uploading them to the server over the 
internet via WiFi or mobile network using a data connection. The images are compressed to a small file size before uploading. 

 Enable Fuel Entries:  Enables the driver to record fuel purchases for vehicle cost reports. 

 Hide Caller Id (Phone number prefix): A number to prefix dialling the customer to hide the caller ID (phone number) of the 
driver. In the UK this code is 141. 

 Pin Code to access Setting Screen: The code required to access the internal settings of the software and forcibly clear jobs off. 

PDA Outcomes Tab 
This tab allows configuring the list of job outcomes (not to be confused with the club outcome 
codes) that the driver can select when finishing a job on the PDA. You can add outcomes by entering 
the description in the text box and clicking the green tick to save. It is a requirement that at least 
one outcome is entered, otherwise jobs cannot be cleared off the PDA. 

PDA Parameters Tab 
This tab allows the configuration what appears on the condition reports to be specified. The list on 
the left is for roadside condition reports and the list on the right is for recovery condition reports. 
Make sure all the items are correct (blank items won’t appear on the PDA) and click the ‘Save’ 
button. 

Pre-set Text Messages Tab 
This tab allows the configuring of a list of pre-set text messages the driver can select from when 
sending a message back to base. This saves the driver time when sending common messages (blank 
items won’t appear on the PDA). 

Customer Waivers Tab 
This tab allows setting up of waiver documents to be completed and signed by the customer at the 
side of the road.  Waivers afford some protection to the operator from claims of damage / 
negligence.  Each waiver document has a number of waiver items that appear as statements with a 
tick box on the PDA for the customer to agree to (or not).  It is possible to force a waiver document 
to be completed when doing a roadside, recovery or delivery report on the PDA. 

Driver Details 
For each driver who is going to be using a PDA, it is important to make sure they have a PDA PIN 
number set up in their Driver record in RMS. To do this, go to the ‘Setup’ from the Main Menu and 
select ‘Drivers’. Double-click the driver, enter a PIN and click the ’Save’ button.  
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Filling in a driver’s PDA PIN code 

How to install it 
To install the software you must have the setting ‘allow software from unknown sources’ set on 
your device. This option is usually located in SettingsApplications but if you can’t find it there 
should be a link to it when you attempt to run the installer. There are two ways to install the 
software onto an Android device, downloading it directly and via the SD card. 
 

Direct Download 
To download and use the software, open the web browser on your Android device and go to 
http://android.apex-rms.com - the software will begin downloading instantly (assuming a valid 
internet connection is available). 
 
Once the software has finished downloading it will appear in the downloads section of the web 
browser. Use the menu button in the web browser to open the downloads section. Alternatively 
most Android devices will display a link in the Notification Bar once the download has finished. Tap 
the downloaded file and confirm installation, the software will be installed to the device and will be 
available via a shortcut from the Home screen and Applications Menu. 
 

Via SD card 
To install via SD card, remove the card from your device and connect it to a computer with internet 
access. Alternatively, connect your device to your computer with a USB cable. Download the .apk file 
from http://android.apex-rms.com and copy it to the SD card. Re-install the SD card into the Android 
device (if it was removed). Locate the file in ‘My Files’ (or other file browser) on the device, tap it 
and confirm installation, the software will be installed to the device and will be available via a 
shortcut from the Home screen and Applications Menu. 
 

Configuring the software 
From the Home screen or Applications Menu on the device, tap the ‘Apex RMS’ icon of an Orange 
car. If this is the first time this installation has been run on this device you will be prompted to enter 
the 6 digit PIN, the same code used to configure desktop clients which can be found on the RMS 
Login screen on a desktop computer. 
 
If the PDA has not been activated in RMS you will see this screen: 

http://android.apex-rms.com/
http://android.apex-rms.com/
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This means the PDA has been registered in RMS and simply needs to be activated in the PDA Setup 
screen.  
 
In the Recovery system select ‘Recovery Parameters’ from the ‘Setup’ menu then select the ‘PDA 
Setup’ tab. Match the Device ID (long number on the screen of the PDA) to the one in the list and 
click the edit button at the end of the row. Enter the phone number and a unique description to 
identify the device (these are both purely for your reference), tick “Tracked” if you wish to track the 
device, tick “Active” and then save by clicking the green tick. 
 
If you get an error message that you have reached your maximum number of licences, then 
deactivate some old PDAs or contact Apex to discuss additional licences. 
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Enabling PDAs in RMS 

 
When done, tap “Retry Connection” on the PDA. It will connect, load the parameters and show the 
login screen. You are now ready to start using the PDA. 

Automatic Update Check 
The software will periodically check for updates, if one is found a sound is played and a notification 
will appear in the Notification Bar. Tap the notification to start the download of the new software 
installer. 
 
Once the download is complete, follow the instructions above in the section titled “Install from 
download section of web browser” to update the software. If an error occurs during or after 
installation, uninstall the software completely and install it again. 
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Running the software 
Once you are presented with a login screen you are ready to start using the RMS PDA software. 

Logging in and out of the system 

 

To log in simply select a driver and vehicle and enter the 
driver’s 4 digit PIN number. The vehicle is used to store 
data against such as vehicle checks, fuel entries and 
mileage, and appears next to the driver when tracking so it 
is important the driver is always logged in to the correct 
vehicle. If a driver changes vehicles they need to log out, 
select the correct vehicle and log back in. 
 
A driver will only show in this list if they are assigned to the 
same control room the PDA is assigned to via the driver’s 
site and the driver has a PDA pin code set up in their 
record. 
 
To log off, press the Back button on your device until you 
are prompted to log off and select “OK”. 
 

Login Menu 

 

Pressing the menu button on the login screen gives you 
three options’  

1. Press the ‘Reload Driver List’ icon to refresh the list 
of drivers from the server. 

2. To check for new updates to the android software, 
press the ‘Check for Software Update’. 
 

To get the options menu, press the ‘Settings’ icon. 
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RMS Settings 

 

To access the ‘Settings’ a pin code is required. This is 
configured in your RMS (see below). 

 

To clear job data, tap the ‘Clear Jobs’ button situated top-
left of the settings form. This is useful if any jobs somehow 
get stuck on the device with no option to complete them. 
 
The rest of the options are the internal settings for the PDA 
software and are useful to configure individual PDAs 
differently (for example for a night control unit). 
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Main Menu 

 

Once a PDA is successfully logged in and any required vehicle 
checks are completed it will display the Main Menu. 
 

 Tapping the ‘Jobs’ icon opens the job list. 

 Tapping the ‘Re-deployed’ icon takes you to the 
redeployed job list. 

 Tapping the ‘Messages’ icon lists any messages the 
PDA has received from the control room.  

 Tapping the ‘Vehicle Check’ icon allows the driver to 
carry out mandatory or ad-hoc vehicle checks.  

 ‘Fuel Entry’ allows the driver to enter a fuel entry at 
the roadside when he purchases fuel for his vehicle. 
Please note that the ‘Fuel Entry’ menu option is only 
visible if enabled. 

 Tapping the ‘Clock In/Out’ allows the user to clock in 
and out of the RMS main system. 

 
At the bottom of the screen the currently logged in driver 
and vehicle will be shown along with the current software 
version and a connection status indicator. 
 

 

The connection status indicator 
At the top of the screen there is another connection status indicator that remains even when the 
software is running in the background, this will change colour to denote the current connection 
status: 

 Red – Disconnected meaning the device is not connected to the server and is idle. 

 Red with rotating arrows – Connecting, meaning the device is connecting to the server. 

 Yellow – Connected, meaning a connection has been established to the server but the login 
response hasn’t been received yet. 

 Green – Connected and logged in, meaning the response from the server has been received 
and the device can receive jobs etc. 

Daily Vehicle Checks 
Vehicle checks are mandatory (if this option is enabled in the settings within RMS) and one must be 
completed every 24 hours or when a driver is assigned a new vehicle. The device will prompt you 
with an audible alert and an on screen message when the daily check is required. If a check is 
required on login you will need to complete the check before continuing to the main menu. 
 
Daily checks are set up via templates managed in the Fleet system in RMS, it’s possible to have a 
number of templates set up, with a vehicle being assigned their default template to use. 
 
The last few checks carried out are stored on the device so that if required they can be reproduced 
at the side of the road. 
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To carry out Vehicle Checks select ‘Vehicle Check’ from the 
menu then choose “Daily Checks”.  If there are more than 1 
daily check template set up in RMS then you may get a 
prompt asking you to choose which type you want to carry 
out. 
 
Choose the required daily check and you will be stepped 
through each item in the check template one at a time with 
options to pass, fail or advise the item accordingly 

 
  

 
Depending on the daily check template setup in RMS you may be forced to enter comments or take 
photos for advised or failed items. 
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When all items have been recorded it may be required (again 
depending on the template setup in RMS) to complete a 
damage diagram. 

 

 

Lastly the vehicle mileage and a signature is required to 
complete the check. 

Vehicle Inventory Checks 
It is possible in the RMS Fleet Management System to set up inventory items a vehicle is supposed to 
carry, this data is transmitted to the device shortly upon logging in and allows a inventory check to 
be carreid out at the side of the road if required. 
 
To carry out an inventory check or view a previous inventory check, click the ‘Vehicle Checks’ menu 
option then choose ‘Inventory’.  Any previous inventory checks are shown in a list and you can click 
them to view their contents.  To perform anew inventory check click the ‘New Inventory’ button.  If 
the currently chosen vehicle has no inventory items set up then you will be informed of this and 
cannot continue. 
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A list of inventory items is shown, detailing the quantity 
required on the left of each one. 

 

 

To state that an item is present and has the correct quantity 
press the checkbox and a green tick will appear.   
 
A second press of the checkbox will prompt for the quantity 
present on the vehicle. 
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When all items are recorded press the ‘next’ button to 
complete the check by adding any notes and signing the 
screen. 

Sending error logs 

 
ONLY if requested by Apex, you may need to send error logs back to us. To do this, press the menu 
button the on device whilst on the main menu screen and select ‘Send Error Logs’. 
 
The ‘Error Log Files’ screen will be shown. Select the relevant dates and press ‘Send selected log 
files’, situated at the bottom of the form to send the log files back to the server. 
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Processing Jobs 
Accepting / progressing 
When a controller sends a Job to a driver the driver is given both an audible and visual indication 
that they have been sent a job until the driver accepts the job by clicking the ‘Accept’ button.  

 
Once the driver has accepted the job, the driver icon next to the job in RMS changes colour to green.  

      
  
 
The ‘Jobs’ button on the menu indicates the number of jobs on the PDA waiting to be processed, 
and can be tapped to open a scrollable list of jobs. The oldest job (in order of time received) is 
always at the top of the screen. Tap a job to open the full details page. 
 
On this screen you can bring up various options by pressing the physical Menu button located under 
the screen of the device – note the position, left or right, is different between phones, and some 
devices you instead hold the Home (middle) button down in the absence of a Menu button. 
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These options change according to the status of the job and the facilities enabled on the PDA by 
your company. From here you can perform various actions on the job and progress it to the next 
stage after confirming the time. 
 
The statuses of the job and the times that are sent back are ‘On Route’ (where the driver is travelling 
to the scene), ‘At Scene’ (when the driver arrives on the scene), “Clear” (when the driver is clear of 
the scene) and “Complete” (when the driver has completed the job). 
 

Photographs 
In addition to the job times there is a lot of other useful data the PDA can send (and even be forced 
to send) back to RMS. Selecting “Photographs” from the job menu opens the photos taken, if any, 
and tapping the “Take Photo” button opens the camera within our software to take the photo. Note 
that you must use the camera in the correct orientation as shown on the camera screen, otherwise 
the image will be rotated. 
 
As the photos are taken they are reduced and compressed to optimise the amount of data being 
uploaded while retaining plenty of quality. If you are still concerned about data usage then you can 
disable the “Send images OTA” option (see the “PDA Setup” section) and transfer them manually to 
the computer and upload them to the job from there. To access or upload photos and documents, 
click the “Attachments” button at the bottom of the job. 
 

Condition Reports 
Condition Reports are available once the job is at status “On Scene” and has the customer sign an 
acceptance statement as to the condition of their vehicle. First the driver is prompted to select if the 
job is a Recovery or Roadside as they provide different options. Roadside prompts the customer to 
sign one or more acceptance statements, and Recovery allows the driver to provide detail of the 
condition and contents of the vehicle and mark damage on an image which corresponds to the 
image associated to the Vehicle Class (Recovery > Setup > Global Parameters > Vehicle Classes). 
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Filling in a Roadside Condition Report 
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Filling in a Recovery Condition Report 

Delivery Condition Report 
If a recovery report has been carried out, before completing the job you will be required to complete 
a ‘Delivery Condition Report'. This is found in the Job Menu. 
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When the delivery option is chosen, the driver will be 
prompted as to whether the vehicle is in the same 
condition as when it was collected. 
 
Pressing the ‘View Recovery Report’ button will show the 
appropriate recovery condition report screens that were 
completed in when the job was cleared. 

 

Entering speedo / outcome codes 
Select ‘Enter speedo / Outcome’ from the Job Menu. If this information is forced then the driver will 
be prompted when progressing to Complete status. Enter the mileage and tap the next arrow, then 
start typing an outcome. Whatever matches in the list specified in the “Preparing your RMS system 
to use PDAs” will drop down to be selected.  
 

Clearing down an “ANS Standard” Job 
The ANS Standard is a standardised list of Fault and Outcome codes, when the sender of the job is 
using these codes it allows the driver to select the codes to apply directly to the job. 
 
The process of processing the Clear status of the job is automatically changed to reflect this. The 
driver is prompted to select a fault category and description, then an outcome. 
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Adding Customer Waivers 
A customer waiver is a document which can be added to a job on the PDA, it’s purpose is to protect 
the operator against claims of damage / negligence from the customer.  Templates for customer 
waivers can be set up in RMS, it is possible to add more than one waiver to a job and it’s possible 
within RMS to set up a waiver to be forced when carrying out a condition report. 

 

To add a waiver, go into the job and choose ‘Waiver’ from the 
menu 
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The customer should be shown and tick all statements they 
agree to by pressing them once where a tick will appear.  A 
second press will put a cross in the box meaning the customer 
does not agree to the statement. 

 

 

Lastly, the customer should tick the agreement and sign the 
screen.  If the customer is unable or refuses to sign then the 
appropriate tick box can be used. 

 

Sending / Receiving Text Messages 
When a PDA text message is sent from RMS to the device an alert is played and the messages icon 
will show that there are unread messages. These are not to be confused with SMS messages. 
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Pressing the messages menu button will show a list of 
messages. If a message is unread it’ll have the envelope 
icon on the right of its header. Click the required message 
to open it. 
 
At the bottom of the list of messages is a button to create a 
new message. 
 
The message header will show the message received date 
time and the name of the controller who sent it. 
 
There are two buttons at the bottom of the message, the 
first is a reply button the second deletes the message. 
 
To close the message without deleting it press the devices 
back button. 

 
If any messages have been pre-configured the driver can select one to quickly send back. When the 
message is ready, tap the green tick to send. The Driver Message icon in the top right of the 
Recovery screen in RMS will light up and a sound will play indicating that a driver message has been 
received, click the icon to read the message and type a reply if applicable. 
 

Recording Fuel Purchases 

 

If your system is configured to allow fuel purchase entry 
this can be done by tapping the ‘Fuel Entry’ button on the 
main menu. 
 
Enter the required information and press the green tick 
button to send the fuel entry to the RMS system. 
 

Using Night Control 
Using the “PDA Divert For Acceptance” Night Control option allows a user to process jobs from the 
RMS Driver application.  
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First the job is sent to the PDA with options to accept or refuse, if accepted it will prompt for an ETA 
and if refused it will prompt for a reason as it does when processing jobs from the Control Room.  
 
 

 

Open the job and press the Menu button to access the 
Job Menu to see an additional option “Re-deploy This 
Job”. This option only appears for jobs accepted on PDA 
Divert For Acceptance. Tapping this button allows you to 
send the job to another driver’s PDA with additional 
notes if applicable. 
 
Alternatively the job can be processed as per usual. 

 

Once a job has been re-deployed it will be accessible 
from the “Re-deployed” screen that appears on the Main 
Menu. This allows you to keep track of jobs that have 
been dispatched to other drivers. 
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The Re-deployed Jobs screen is very similar to the 
Recovery Jobs screen and functions in the same way. 
Select a job to view the details, including status and 
times, and press the Menu button for options. From here 
you can “take back” the job, sending a cancellation to the 
driver and placing it back in your Recovery Jobs list where 
you can carry out the job yourself or dispatch it to 
someone else. 
 
Note that once a job is at status “Clear” it can no longer 
be retrieved. 
 
Jobs remain until “Remove From List” or “Take-Back This 
Job” is selected, allowing you to access the details for as 
long as required.  

 


