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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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2 To set up a driver, go to the People Tab, select a person and click their "Click to
Activate Personnel" icon.

3 Checking Driver adds this person to your list if drivers.
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4 Click "Save/Update"

5 Go back to the Rides tab.
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6 Click "Manage Lists "

7 Click Drivers
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8 You can see you current list of drivers from here and deactivate then by
un-checking the box. Close the window.

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.

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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12 Click "Manage Lists "

13 Click Locations
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14 Click Select

15 Click Add New
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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.

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

Scheduling a Ride
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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.

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.

21 Now we're only going to see the rides for that particular person but also in single
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.

23 Click "OK"
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24 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.

Click on a location to select it.
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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.

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

28 Every ride you create has a drop down menu where a handful of actions are
available.
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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.

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.
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31 You can copy the ride to one single day but you can also copy it to multiple days.
Let's select repeats.

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.
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33 Now you can see that ride has been copied to every Monday in July.

34 Click back on the drop down menu and select "Create Return Ride".
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35 This essentially just copies the ride and swaps the locations.

36 Click the drop down menu again and edit the ride.
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37 Now we'll edit the time to indicate the actual time we'll be bringing them back.
Click save changes.

38 Now we'll edit the destination time as well. Click directly on the destination time.
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39 Edit your time and click OK.

40 Click back on the drop down list
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41 Select copy again

42 Now we're going to copy the return ride to every Monday in July as well. Choose
repeats.
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43 Repeat every 7 days and choose the 1st Monday and the last Monday again just
like before.

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.

Delete Multiple Rides
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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".

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.
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47 Click cancel

48 Switch over to Everyone Mode.
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49 Click the drop down menu for any Ride

50 Click "Delete Multiple Rides" again.
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51 Here you'll notice we're deleting rides for everybody within this date range.
Therefore it's very important to make sure you know which mode you are in and
pay attention to the warning messages before you confirm.

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

53 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.
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54 Now we can see that additional destination added to the ride.

Add Pickup as Destination

55 Click the drop down for any ride and click "Add Pick Up As Destination.".
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56 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.

57 Now we can see that additional destination
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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".
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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.

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

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

62 Here you'll confirm your two locations in click OK.
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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.

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.
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Printing Driver Sheets

65 Click the settings drop down.
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66 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.

67 Click "Print"
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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.

Exporting Rides to Excel
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69 You can also export your rides to an excel sheet. Click Export.

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



39

71 Here you can choose from their file info fields and their custom fields to customize
your exported excel sheet. The fields you choose will be columns in the excel
sheet.

72 Click "Export Data"
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73 The excel sheet will be downloaded to your computer.

74 Once you have your excel sheet open you can do whatever you like with it at that
point.
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75 Click "Close"

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.
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Things you can do from the People Tab

77 Go to the People tab.
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78 Select a person.

79 Click that person's Transportation icon.
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80 Here you'll be able to see that person's rides and perform some of the actions that
you can from the rides tab but not everything can be done from here.

81 You can add a ride from here. Click " Add Ride"
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82 Clicking add ride shoot you over to the rides tab and everything else is exactly the
same after that.

Preference Settings

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



46

84 Click settings.

85 Click "Preferences"
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86 Click the transportation link to jump to the transportation section.

87 Here you'll see the different preferences available.


