Training 04 - Rides

The rides tab allows centers to schedule rides for people so that you can print out
daily ride sheets for drivers. Each driver gets their own sheet and rides are sorted by

time.

Setting Up The Rides Tab

1 Almost everything you need to do to get the Rides tab ready can be done right
from the rides tab but the one thing that needs to be done from the people tab is

setting up any drivers.
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To set up a driver, go to the People Tab, select a person and click their "Click to
Activate Personnel" icon.
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3 Checking Driver adds this person to your list if drivers.
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4  Click "Save/Update"
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5  Go back to the Rides tab.
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6  Click "Manage Lists "
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7  Click Drivers
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You can see you current list of drivers from here and deactivate then by
8 . ,
un-checking the box. Close the window.
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9  Click "Manage Lists "
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10 All other Lists can be set up from here. When creating a ride these are all the items
you'll be able to choose from. They are not all required but this is what will be
available. Click Vehicles.
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11 Here you can add a new choice by typing a name into the text box and clicking
Add. You can also Rename and Delete. Renaming and deleting only affects what's
available to choose from in the future and does not affect past rides. All other lists
work the same exact way except for Locations.

Close the window.
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| COA Van Rename Delete
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12 Click "Manage Lists "
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13 Click Locations
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16 Here you can create a list of locations to give people rides to. This build a quick
searchable list when creating rides that you can choose locations from rather than
typing them in over and over. You do not need to re-enter people's home
addresses as these already exist in the People tab. Click Save to save your new

location.
[Add New..] v
Name: I'."-.-'.::r|11e1't |
Address: |115 Farmington Road |
City: |Fta.:n<:*:l-3' |

State/Province: INI-- |

Phone: [603-332-4300

17  Once all of the lists you'll be using are set up you can start scheduling rides.

Scheduling a Ride



18 Typically day today you'll be coming to the rides tab under everyone mode and
printing out all of the rides for the day in doing so you'll get. A driver's sheet for
each individual driver.
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19  Let's switch over to single person mode.
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20 Start typing in a name and you'll get a drop down list of anybody that matches
what you've typed so far. Click on a person.
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Now we're only going to see the rides for that particular person but also in single

21 person mode we have the add ride button.
Click Add Ride.
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22 Choose an initial date for the ride. We'll be able to copy the ride later on.
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Choose a pick up time for your ride and a pick up location. Click on the location
drop down and you'll see a list of the locations you entered while setting rides up
.This is a searchable list so if you start typing in the search Box the list will narrow
down to match what you've typed.

24

Click on a location to select it.

12 13 Late: 0612712023

Pickup Time:  qopnam @

26 |27
&8 Pickup | Unassigned
Location:
Vehicle:
Unassigned
Driver: Popular Locatios
Scheduled Ride it
Home - Smith, ‘eborah (3001-d Westminister Dr, , New Bam, NC)
Category:
The MSC Morth C
Subcategory: Disco Medical Genter (12 Main St, Lakeville, MA)
PaEmiper o Provider: Dr. Jeff (12 Second St Lakeville, MA)
(25 Walmart (116 Farmington Road, Rochester, NH)
.a Fee: o |

ay

Account:




25

Now you can choose a vehicle, a driver, a category, a subcategory, a provider,
enter a fee which will create an invoice under that person's payment screen,

choose a payments received account for the fee to be allocated to and choose a
sponsor. If you already know what the mileage is you can enter it now but in a

future step you'll learn how to get that mileage. All fields are optional.

Pickup
Location:

Vehicle:
Driver:

Category:

Subcategory:

Provider:;

Fee:

Account:
Sponsor:

Mileage:

Home - Smith, Deborah (3001-d Westminister Dr

Bills Car

Amos Olds, Michele

Mon-Medical
Shopping
Senior Center
Sanior Canter

Senior Center

44

L4

44

44

44

14

£

MNew Bern, NC)

“d

26 Enter in any notes you want to appear on the driver's sheet for the driver and click
Save Changes.

nter

nter

]

rhas a walker

44

Save Changes
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27 In the next window indicate the destination and drop off time. Select a drop off
time and select a destination location from the same list location list as before.

Click OK and you're done creating that ride.

vei Add Destination

Dropoff Time: . si5:.m ©

ekt

Y Destination: Walmart (116 Farmington Road, Rochester, NH)

Passengers: [ aAllNone
Smith, Deborah

of L
nte
10 Cancel
288
d phomeTog
28 Every ride you create has a drop down menu where a handful of actions are

available.

N ]

[’ Edit Ride

smith, Deborah % Delete Ride
Jestminister Dr, )

1,NC 28560 ¢ 1 Copy Ride

-9989 < Create Return Ride

® Delete Multiple Rides

+ Add Destination
4 Select Passengers Destinations

®x Remove Destination

+ Add Pickup as Destination

+ Add Passenger

15



Edit or Delete a Ride

29 You can always edit a ride. Nothing is set in stone and of course you can delete a

ride as well.

X Delete Ride

Copy a Ride

30 Copying rides can come in really handy especially if you have regular riders that

get the same rides every week.

Click Copy Ride.

Destination

08:15 am

Walmart

116 Farmington Road q
Rochester NH
603-332-4300

[ Edit Ride
® DelateF

x Delete Multiple Rides

+ Add Destination
& Select Passengers Destinations
¥ Remove Destination

+ Add Pickup as Destination

16



31 You can copy the ride to one single day but you can also copy it to multiple days.
Let's select repeats.
| ‘- W = 1 A O =
People Personnel Events Meals Rides Equipment Reminders 5
2% Sl 29 Copy Ride
Copy: ® Copy once
Repeat:
led Rides on 06/27/2023: - peats...
Select Date:
Paszenger has a walker
C North Center Destinatic
isino Trip
fehicle: Bills Car U9:10 am
Walmart
Driver: Amos Olds, Michele 116 Farmir
32 In this example we'll copy this ride to every day in July. Select daily in the "repeats"
drop down. Select 7 in the "repeats every" drop down to indicate every 7 days.
Choose the date of the 1st Monday and the date of the last Monday then click OK.
| Repeats: [ Daily v
Repeat Every:
Sgants On: 07/03/2023
End On: 07/31/2023
Cancel

17



33 Now you can see that ride has been copied to every Monday in July.
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34 Click back on the drop down menu and select "Create Return Ride".

Destination

08:15 am

Walmart

116 Farmington Road 9
Rochester NH
603-332-4300

& Edit Ride
® Delete Ride
1 Copy Ride

o Crea n Ride

x Delete le Rides

+ Add Destination
L Select Passengers Destinations
® Remove Destination

+ Add Pickup as Destination

+ Add Passenger
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35 This essentially just copies the ride and swaps the locations.

Car 8:00 am 08:15 am
Haome - Smith, Deborah Walmart

5 Olds, Michele 3001-d Westminister Dr, 9 116 Farmington Road 9

) Mew Bern, NC Rochester NH

Medical (252)288-9989 603-332-4300

iping

1, Deborah

12B8-9989

d phone log

: a walker,

er Pickup Destination

Car 815 am 09:30 am
Walmart Home - Smith, Deborah

s Olds, Michele 116 Farmington Road 9 3001-d Westminister Dr, q
Brrhectar KH Blewr Riarm BT FRERN

36 Click the drop down menu again and edit the ride.

B .

! (# Edit Ride

smith, Deborah x Delete Ride
Jestminister Dr, )

1,NC 28560 ¢ & Copy Ride

-9989 < Create Return Ride

% Delete Multiple Rides

+ Add Destination

4 Select Passengers Destinations

x Remove Destination

<+ Add Pickup as Destination

+ Add Passenger



37 Now we'll edit the time to indicate the actual time we'll be bringing them back.

Click save changes.

—  Pickup Time: 09:15 AM o

Pickup Walmart (116 Farmington Road, Rochester, NH) v
| Location:
thc
| Vehicle: Bills Car L
- El Driver: Amos Olds, Michele v
: A . ¥
| Category: Non-Medical »
- N
E S Subcategory: Shopping L
= 5 Provider: Senior Center v
@
1 Account: v |
Sponsor: Senior Center v
LT H PN I"" v

Save T hanges Cancel

38 Now we'll edit the destination time as well. Click directly on the destination time.

Pickup

9:15 am

Walmart

116 Farmington Road 9
Rochester, NH
603-332-4300

Destination -

08:

Hi ith, Deborah
3001 trninister Dr O
Mew Bern NC 28560
(252)288-9989

20



39 Edit your time and click OK.

B Dropoff Time: 09-30 AM o

Destination: i i [v

Home - Smith, Deborah (3001-d Westminister Dr, , New Bern, NC) [*
4 Passengers: [ Al/None
Smith, Deborah

3
i
B
1
2
d
i Cancel
1y FICKUR

40 Click back on the drop down list

A T

Destination

09:30 am

Home - Smith, Deborah
3001-d Westminister Dr, 9
Mew Bern NC. 28560
(252}288-9989

27



41 Select copy again

Destination

09:30 am

Home - Smith, Deborah
3001-d Westminister Dr, 0

New Bern NC 28560
(252)288-3989

[# Edit Ride

XD Ride

| de

=C eturn Ride

x Delete Multiple Rides

+ Add Destination

4 Select Passengers Destinations

® Remove Destination
+ Add Pickup as Destination

Now we're going to copy the return ride to every Monday in July as well. Choose

repeats.

1 Tgan
People

Passenger has a walker.

iC Morth Center

fehicle: Bills Car

Driver: Amos Olds, Michele
tegory: MNon-Medical
tegory: Shopping

senger: Smith, Deborah
(252)288-9955
L. Add phone log

@

Personnel

Masscanasr hoaa o semllens

=2 n s an =
Events Meals Rides Equipment Reminders 5
Copy Ride
Destination
Copy:
py @® Copy once 08:15 am
Repeat: ) Walmanrt
inmia 116 Farmingt
Select Date: Rochester, N
603-332-430(

22



43 Repeat every 7 days and choose the 1st Monday and the last Monday again just

like before.
nopcat. = Repeats...
Repeats: | Daily 2
Repeat Every: E|
Starts On: 07/03/2023
End On: 07/31/2023

Cancel

44 Now every Monday has a ride to the destination and a ride back. You can always
go back and edit any individual day if needed.

Scheduled Rides on 07/10/2023:

Notes: Passenger has a walker.

The MSC North Center Pickup
Vehicle: Bills Car 8:00 am
Home - Sm
Driver: Amos Olds, Michele 3001-d We
New Bern,
Category: Non-Medical (252)288-9

Subcategory: Shopping

Delete Multiple Rides



45 If you schedule rides out far in advance and something changes you can delete
multiple rides if you need to. Make sure you're under single person mode, Click
the drop down menu for any ride and select "Delete Multiple Rides".

Destination -

08:15 am [# Edit Ride

gl x Delete Ride

116 Farmington Road

Rochester NH 9 €% Copy Ride
£03-332.4300 ¥ Create Return Ride

§ Select Passengers Destinations

®x Remove Destination

+ Add Pickup as Deslination

Destination + Add Passanger

¥ Remove Passenger

46 Here you'll notice we're deleting rides for a single person. Enter a Starting and
Ending date and you'll be able to delete all rides within that date range.

e MSC North 8 & 19 A &

nter People Personnel Events heals Rides Equipment Rei

24 25 26 27 28 . _
(2) Delete Multiple Rides

H

(2

WARNING: his will delete all rides for Deborah Smith within the
Scheduled Rides on 07/03/2023

specifiea . . range.

Motes: Passenger has a walker.
From: | To:
The MSC Morth Center —
Pri June 2023 Ne

Vehiele: Bills Car Su Mo Tu We Th Fr 3Sa

Driver: Amos Olds, Michele L 2 3




47 Click cancel
MNH v
B00
Delete Rides
" =l
9:15 am 09:30 am
Walmart Home - Smith, Deborah

116 Farmington Road 9
Rochester, NH
G03-332-4300

48

Switch over to Everyone Mode.

¢ SeekfDeploy wor Wi R tasks  Jb Training Progress |.

The MSC North
Center

Ride List

Single Person

Start typing person’s nal

Deborah Smith

3001-d Westminister Dr, 9
Mew Bern, NC 28560

(252)288-9980
B MAC-Admin [ MAC [ ChesCross [ My Training Site g Gettine
(1 I
- 9 HH A
People Personnel Events Meals Rides

M Vehicle(s) -

Wil
=

Ewv

swilch to a new person

+ Add Ride

3001-d Westminister Dr.
New Bern, 28560 NC
(252)288-9089
_‘.-‘-'1
2023 July ﬁ m

25



49 Click the drop down menu for any Ride

£} Bill Henderson

& A

uipment Reminders Statistics
Destination
08:15 am
Walmart
116 Farmington Road 9
Rochester, MH
603-332-4300

50 Click "Delete Multiple Rides" again.

Destination

08:15 am

Walmart

116 Farmington Road 9
Rochester WNH
603-332-4300

Destination

[# Edit Ride

% Delete Ride

£ Copy Ride
 Create Returp Ride

®x Delete M

des

+ Add Destina
1} Select Passengers Destinations
¥ Remove Destination

+ Add Pickup as Destination

+ Add Passenger

¥ Remove Passenger

26



Here you'll notice we're deleting rides for everybody within this date range.
51 h " . , ;
erefore it's very important to make sure you know which mode you are in and
pay attention to the warning messages before you confirm.

2 MSC North o (V] " A &

nter Pecple Personnel Events Meals Rides Equipment Rer
3
24 Delete Multiple Rides

Scheduled Rides on 07/03/2023

Notes: Passenger has a walker. WARNING: his will delete all rides for all seniors within the speg

date range.

The MSC North Center

From: To:
Vehicle: Bills Car - —
Pri June 2023 MNe

Driver: Amos Olds, Michele

Category: MNon-hedical Su Mo Tu We Th Fr Sa

1| 2 3

Subcategory: Shopping

Add Destination

27



52 You can add multiple destinations to a ride as well. Click the drop down menu for
any ride and click "Add Destination".

Destination -

08:15 am [# Edit Ride

Walmart x Delete Ride

116 Farmington Road

Rochester, NH 9 i Copy Ride
603-332-4300 < Create Return Ride

¥ Delete Multiple Rides

assengers Destinations

¥ Remove Destination

+ Add Pickup as Destination

Destination ‘ + Add Passenger

X Remove Passenger
09:30 am
Home - Smith, Deborah @ Nirectinns

Here you'll see the destination selection window just like we did when we were
creating the initial ride. Choose a time and a destination then click OK.

Dropoff Time: | o3 50aM | @

44

Destination: | pisco Medical Center (12 Main St, Lakeville, MA)

Passengers: (] al/MNone

oty Smith, Deborah

iills G
umos
lon-N
ihopq
irnith
252)4

« Add Cancel




54 Now we can see that additional destination added to the ride.

uipment Reminders Statistics

Destinations

08:15 am

Walmart

116 Farmington Road 9
Rochester NH
603-332-4300

08:30 am
Disco Medical Center
12 Main St Q

Add Pickup as Destination

55 Click the drop down for any ride and click "Add Pick Up As Destination.".

LIRS RIS

116 Farmington Road 9

Rochester NH (&) Copy Ride
603-332-4300 2 Create Return Ride
08:30 am x Delete Multiple Rides
[hsco Medical Center
12Mainst @ + Add Destination
Lakewille MA&
555.5565-5555 4 Select Passengers Destinations
x Remove ination
+ Add Pic Destination
Destination + Add Passeimer
® Remove Passenger
i ) ¢ Directions
Home - Smith, Deborah
3001-d Westminister Dr, 9 & Mark Delivered Rides
MNew Bermn NC 28560
& Miles: 12

(252)288-9989



This brings up the destination selection window again with the person's original
pick up location selected automatically. Here you can choose the time and click OK
and this will add that location as another destination in the ride.

56

Dropoff Time: nonnam @

14

Destination: A A A h(3001-d Westminister Dr, , New Bern, NC)

Passengers: 09 00 AM

kL

v W b
N

i

v

)4

Cancel

57 Now we can see that additional destination

Getting Started j Getting Started - S... E DEMOSITE & mytutorialcenter ﬂﬂ Work Email o Barracuda !

& ‘ IL" 0 Bill Henderson ~

Equipment Reminders Statistics

Destinations ‘
08:15 am

h Walmart

T, 9 116 Farmington Road 9

Rochester, NH
603-332-4300

08:30 am

Disco Medical Center
12 Main St
Lakeville, MA
555-555-5555

09:00 am

Home - Smith, Deborah
3001-d Westminister Dr, 9
New Bern,NC 28560
(252)288-9989



Add Passenger

58 You can add multiple passengers to a ride as well. Click the drop down menu for
any ride and click "Add Passenger".

112 l._ﬂlllllll_!‘.’lull muad

Rochester, MH v & Copy Ride
603-332-4300 = Create Return Ride
08:30 am ¥ Delete Multiple Rides
Disco Medical Center

12Manst @ + Add Destination
Lakeville MA

§55.555.5555 4 Select Passengers Destinations
09:00 am X Remove Destination
Home - Smith, Deborah

3001-d Westminister Dr, Q + Add Passen

New Bern, NC 28560
(252)286-9089

® Remove Pasd

@ Directions

& Mark Delivered Rides

Miles: 12
Destination et

a-30 am



59 Start typing in the search box and you'll get a drop down list of anybody that
matches what you've typed so far. Click on the person to select them as a

passenger.

nos Olds, Michele
m-Medical
Iopping

nith, Deborah
52)288-9089
Add phone log

1as a walker

nter

60 Now we can see that person added to the passengers list.

Pickup

8:00 am

Home - Smith, Deborah
3001-d Westminister Dr, 9
New Bern, NC
(252)288-9989

Passengers
Smith , Thomas
(252)349-7465
L, Add phone log

Smith, Deborah

ami

Highsmith, Pearlie
(252¥6373629

Smith, Deborah
(252)288-9089

Smith, Sam
789-963-7854

Smith , Thomas

(252)349-7465

116 Farmington Road q

Rochester NH
B603-332-4300

08:30 am

Disco Medical Center
12 Main St

Lakeville Ma
555-555-5555

09:00 am
Home - Smith, Deborah

3001-d Westminister Dr,

New Bern, NC 28560
(252)288-0989

Destinations

08:15 am

Walmart

116 Farmington Road 9
Rochester, NH
603-332-4300

08:30 am

Disco Medical Center
12 Main St

Lakewville MA
555-555-5555

09:00 am

Home - Smith, Deborah
3001-d Westminister Dr, 9
MNew Bern NC 28560
(252)288-90985

Destinations

Disco Medical Center
Walmart

Walmart

Destination
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Directions

You can also easily get directions and mileage. Click on the drop down menu for

1 . 2ol 9=
6 any ride and click directions.
Disco Medical Center
12MainSt Q@ + Add Destination
Lakeville, Ma, T
555.555-5555 4 Select Passengers Destinations
09:00 am ® Remove Destination
Home - Smith, Deborah
3001-d Wesiminister Dr, 9 + Add Passenger
New Bermn,NC 28560 ¥ Remove Passenger
(252)288-9089
YD
Destinations )
Ma vered Rides
Disco Medical Center
las: | 1
Walmart - Mies G
Walmart
Disco Medical Center
Home - Smith, Deborah
62 Here you'll confirm your two locations in click OK.
From: ! Home - Smith, Deborah | 3001-d Westminister Dr, Mew Bern NC -4
T
o Tor Walmart | 116 Farmington Road Rochester NH L¥ |
3
05
1N
i
Cancel
em, NC 28560
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63 Google maps will pop up on the screen with those two locations pre-entered and
you can see your turn by turn instructions along with mileage and of course you
can print those directions out if you'd like as well as share them in different ways.

L — - — — " T - -

.

fington (7 T E
&) [E-EID]-d Westminister Dr, New Bern | 'D\ J , ¥ ,_1.. nts
. 153) 10
: %
G | 116 Farmington Rd, Rochester, NH 038E s

(1)
Google Maps can't find 3001-d Westminister Dr, New Bern (25

NC f=r=

"5
Make sure your search is m-;.--;..;[:?-_ | 4’6}} 3

Try adding a city, state, or zip code : ’E-;:J
'{{'J‘_
116 Farmington Road 4

[125]

Try Google Search instead

(i

(2 F

¥

ozl Rochester

T @ [ &)

Mark Rides Delivered and Miles

64 Click back on the drop down menu for any ride. The last two fields are "Marked
Delivered Rides and "Miles". The Miles field is simply another place to enter those
miles without having to go edit the ride. There is no save button, simply enter a
number and that number will stick. Unchecking "Mark Delivered Rides" is
indicating that this ride did not happen.

@ Directions

Mark Delivered Rides

& Miles: 12
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Printing Driver Sheets

65 Click the settings drop down.

Jrides

l_ tasks j Tra ning F‘rc.gn:ss [

5C North

Ride List

Single Person

B8 MAC - Admin

B mac [ ChisCross

% ©
Peaple Persannel Events

@ Vehicle(s) = &8 Setiing= ~

Everyone

2023 July

Sun Mon Tue Wed Thu Fri Sat

03 04 05

06 o7

B My Training Site i Getting Started

M A &

Meals Rides Equipment

= Manage Lists -

Getting Started -

£

Remind
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66

A
«

&
&
&
-
~
&
«
™~

O

Here you can choose what exactly you'd like to have displayed on the driver's

sheet and you can choose how you want the driver's sheets sorted. It's important
to remember if you are having page breaks between drivers you'll want to sort by

drivers or you will end up with a lot of extra pages.

Font Size | 12 v|

Print pagebreaks when Van/Driver changes
Display on Printed Sheet
Vehicle

Driver
Pickup
Category
SubCategory
Disabilities
Sponsor

Passenger Phone

Sort By
Vehicle

67

st

O

Pickup Time

Click "Print"

‘& 9O B f oA

People Personnel ts Meals Rides

M Vehicle(s) = = Manage Lists =

igle Person Everyone

2023 July
1 Tue Wed Thu Fri Sat P Export
04 05 06 07 Ordor B D
T = rver
2 er By a
11 12 13 ' Vehicle(s): Al
2]

&

Equipment

L

Reminders

|+

Stati
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68 Here we have the driver's sheet. Everything at the top is meant for the driver to fill
in if you want them to. Remember you can always go back to the settings drop
down and customize what's displayed on this sheet.

Printed on 06/23/2023
1yseniorcent

Bills Car

Start Mileage:
End Mileage:
Gallons of Fuel:

Amos Olds, Michele

Non-Medical / Shopping Passenger has a walker.

Senior Center
Pickup

8:00 am
Home - Smith, Deborah

3001-d Westminister Dr,

New Bern, NC
(252) 288-9989

Destination

08:15 am

Walmart

116 Farmington Road
Rochester, NH

(603) 332-4300

08:30 am

Disco Medical Center
12 Main St

Lakeville, MA

(555) 555-5555

09:00 am

Home - Smith, Deborah
3001-d Westminister Dr,
New Bern, NC

(252) 288-9989

Non-Medical / Shopping Passenger has a walker.

Senior Center
Pickup

Exporting Rides to Excel

Destination

Page 10of 1
Start Time: ____ -

End Time:
Total Hours:

Mon - Jul 03, 2023

Passengers
Smith , Thomas
(252) 349-7465

Smith, Deborah
(252) 288-9989

Passengers
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69 You can also export your rides to an excel sheet. Click Export.

ol sl = i’ -= wr o —
Peaple Personnel Events Meals Rides Equipment Reminders Statistics
n | Ewveryone
uly
d Thu Fri Sat Print
06 07 .
| Order By: Driver
13 14 Vehicle(s): All
|
20 M

70  You can customize the excel sheet by clicking on Columns.

Evcel Export - Google Chrome — ] b1

il frainingcenter.myseniorcenter.net/Statistics/ExcelExport/0freporttype =82 @
Ride Export
nts

Activity between 01/01/2023 and 12r31/2023

Filters:

Export Data

Sierda
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Here you can choose from their file info fields and their custom fields to customize

71 your exported excel sheet. The fields you choose will be columns in the excel
sheet.
S .
L] Mileage
[l Gender
L) Age '
Order B
Phone
i fehicle(
] Cell Phone
M Nisahilities ¥
Clear Columns | Cancel
A A
31
[ 2]

Scheduled Rides on 07/03/2023:

Notes: Passenger has a walker

72  Click "Export Data"

nts

@ E

Columns
Activity between 01/01/2023 and 12/31/2023

Filters:

Export

Jrde
fehii
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73

senter.net/Statistics/ExcelExport/0freporttype =82

ot

Columns
/2023 and 12/31/2023

lata

E) Rides (2.
125K -

The excel sheet will be downloaded to your computer.

O =
a 4

—
|
[ B ’(r\oﬁ h‘}' '.ralnm-(_; Site ‘ Geth

3 M A

mnts hMeals Rides

= Manage Lists ~

&9

Bedar Do L TP

74 Once you have your excel sheet open you can do whatever you like with it at that

point.

ir  Amos Old: Non-Medic Shopping
i Amos Old: Nen-Medic Shopping
i Amos Old: Non-Medic Shopping
i Amos Old: Non-Medic Shopping
ar Amos Old: Non-Medic Shopping
i Amos Old Non-Medic Shopping
ir Amos Old: Non-Medic Shopping

071042022 Smith,
OTA7/2027 Smith,
O7H7/2022 Smith,
0772472022 Smith,
07/24/2022 Smith,
07731/2022 Smith,
07/31/202Z Smith,

Del (252) 288-¢
Del (252) 288-¢
Del (252) 288-t
Del (252) 288-¢
Dlel (252) 288-¢
Del (252) 288-¢
Del (252) 288-¢

915 am
8:00 am
9:15 am
8:00 am
9:18 am
8:00 am
%15 am

Walmar 116 Farmil Rochester, (603) 332 09:30 an
Homa - Sn 3001-d We Mew Bern, (252) 268-08:15 an
VWalmant 116 Farmii Rochester (603) 332 09:30 an
Home - Sn3001-d We Mew Bern, (252) 288-£0B:15 an
Walmart 116 Farmir Rochester, (603) 332+ 08:30 an
Home - Sn 3001-d We Mew Bern, (252) 288-408:15 an
YWalmart 116 Farmii Rochester, (603) 332-<09:30 an
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75 Click "Close"

= ]
Export/0freporttype=82 &,

Cross ﬁ My Training Site  J Getting Started B Getting Sta

3 1 A &

nts Meals Rides Equipment Re

: = Manage Lists «

5 8

Export

123

o T P = B L TR

Customizing the Calendar View

76 If you click on the vehicles drop down you can customize the calendar view and
choose which vehicles you want to see rides for.

People Personnel Events Meals Rides Equipmer
& Vehicle(s) ~ o Settings ~ = Manage Lists «
+ OAl
Person .
| @Bills Car
023 July & Blue Truck 5 @
& COA Van
le Wed T ; _ Print Export
& Pending Rides
& Senior Center Bus
{ 05 @

Order By: Driver

2

@ Enter Vehicle Mileage
Vehicle(s): All

—
]
-

@ Enter Vehicle Hours
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Things you can do from the People Tab

77 Go to the People tab.

x 4+

goenter.myseniorcenter.net/msc/rides

of SeekBDeploy w0 Wik j tasks j Training Progress [ m MAC - Admin m Mac ﬁ ChnsCross ﬁ My Training Site Ge

f_"‘{:"j The MSC North Q ]f' ﬂ

v
N Center Personnel Events hMeals Rides

Ride List of Settings ~ = Manage Lists =

Single Person Everyone

2023 July {5 @
Print Export

Sun Mon Tue Wed Thu Fri Sat

03 04 05 06 O7

Piedar D Miciime
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78

79

Select a person.

Advanced . Show Al

S

« Scan Cand

J[ Search |

®® eaompsirs

Mew Bern, NC

252-259-7744
feew Bern, NC

Unknaswn, NC

252-497-1006
Hew Bem, NC

I A | Arthur Salkhe

Click that person's Transportation icon.

Adams, Sadie
Amaos Olds, Michele
Armond, George

Armstrong, Ricky

Arrington, Mildred
7522697709
Unknesan, N

EIR)
- Show All - Scan Card
|[ search |

ms, Sadie

196-5479

Bem, NC
———
15 Olds, Michele
1557744

ke & m!
ond, George

own, NC

strong, Ricky

B7-1006
Bem, KC

wgton, Mildred
1557702
ewn, NC

e Salhe

&

PERSONMNEL

7] «q

CLiCH TO
ACTIWATE

Michele Amos Olds
1315 Hunter Road,
New Bern, NC 28560
252-250.7744

ﬂz

LARGUATE

ELIEW TO
MAFRAY

LIEW EVERTS

By

&+ Add Person

= Person List

& Import People

® Manage Dropdown Lists
7 Manual Person Merge
= Email List

£4 Mailing Labels

A At Risk - Emergency Info

. Phone Logs

I § NOTES

cusTom FILE RFO

43



ere you'll be able to see that person's rides and perform some of the actions tha
80 Here you'll be able t that p 's rid d perfi f the actions that
you can from the rides tab but not everything can be done from here.

B My Training Site Q& Getting Started R Getting Started - 5... DEMOSITE  J mytutorislcenter [ Work Email 1 Barracuda Network

“ A a; ‘ Lot £} Bill Henderson ~

hMeals Rides Equipment Reminders Statistics

Age: 99
+ Add Ride O Compact View
2023 June
Sun Mon Tue Wed Thu Fri
cusTom FILE IMFO |:|1 |:|2

' 05 06 07 08 09
- 12 13 14 15 16

TRIFS
é 19 20 21 22 23
MERLS

26 27 28 29 30

81 You can add a ride from here. Click " Add Ride"

C-Admin [ MAC [ CheisCross My Training Site Qi Getting Started  Jl Getting Started - 5... DEMOSITE B mytutoralcenter

© ® W A & a 1w

Personnel Events Meals Rides Equipment Reminders Statistics

I

Sadie L Adams Age: 99
@ 1826 Clark Ave, O Compact View
Mew Bermn, NC 258540
‘ 252.288-5479
2023 June
i stoie ﬁ* W - g Q Sun Mon Tue Wed Thu Fri Sat
L LANGAUAGE cusTom FLE FO 01 02
T = QF % ﬁ 05 06 07 08 09
GISTER UIEW EUENTS TRANSPORT.. TRIFS 12 13 14 15 16
- o A Ly
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82

The MSC Marth
il Coniter

¥

Bun Mo Tue |

Clicking add ride shoot you over to the rides tab and everything else is exactly the
same after that.

@&+ 0@

E; L]
Q=
Ei

o

1

Edit Ride

Trip:
Duta
Pikup Time

Pickup ——
Lecatian:

Vahicls:

Drivar
Scheduled Rids

Cafmpgary
Thet NEC Mot O

Subcategony
Passenger: Adj Prowider
g

L4 Fes

| Moogent: ¥
Besanand

PR

Preference Settings

83

Click your name in the upper right hand corner of the screen.

-

a2« ©@» &0
wied b Getting Started - 5. [ DEMOSITE B mytutorialcenter [ Work Email 1 Barracuda Networks [l HR Passpont »
% ‘ lhl 1
U - I— ¢ Bi erson -
uipment Reminders Statistics
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84  Click settings.

a v ©@» 200
Started  JB Getting Started - 5.. [ DEMOSITE B mytorislcenter [ WorkEmail 1 Baracuda Networks  [f HR Passport

hl .
a ! o # Bill Henderson -
Equipment Reminders Statistics

act Support

[} Remote Support

@ Logout

85 Click "Preferences"

[J Touch Screen Settings

& MyActiveCenter Settings

E‘M

B3 Accept Credit Cards




86 Click the transportation link to jump to the transportation section.

'is clicked. Save Preferences

Jump To
alling Labels | Payments | Personnel | Events / Trips | 1o
SAMS | Exports | File Info | Connect / Broadcasts | Misc

87 Here you'll see the different preferences available.

A Transportation

Default Pickup time to Drop off Time

Display .pdf format for Transportation Ride List

(J Hide 'Add Phone Log' on Transportation page

UJ Hide 'PAID/UNPAID' on Transportation page

OJ Mark ride as 'Undelivered’ when created

(J Subcategories attached to Categories

Display a name for the ride

LJ AM/PM rides format

U Use default pickup location for Transportation: Select (Click to Change)
(J Use default destination location for Transportation: Select (Click to Change)
Hide Previous Home Addresses in Destination lists

0J Combine location information into a single column in Rides Excel Export
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