@ Metro

Guide for Vanpool Employer Sponsor

As an employer sponsor of vanpools at your worksite, this guide provides step-by-step instructions to use the new Metro
Vanpool Program website. This website is linked to the Ridematch.info so you can find passengers to fill empty seats and
create wait lists for your vanpools. Many employers already use Ridematch.info for AVR surveys and have an account set
up with that website. If you have a Ridematch.info password, you will use the same login for the Metro Vanpool website.
If you don’t have an account at Ridematch.info follow the create a password instruction on page 3.

All Metro Vanpool Applications and Participant Agreements will be done on-line. The Metro Vanpool website will help you
manage your vanpools. In addition to allowing you to complete monthly reports, it provides status of new vanpool
applications, report completion status and history for each vanpool, and access to manage passenger lists, routes, and
schedules. To use the Metro Vanpool website, you will need an account.
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Creating a Password

Open this link to sign into your Metro Vanpool account:

https://metrovan.ridematch.info/rp2/SignUp/Signin

If you don’t have an existing account, you can create one here.

If you forgot the password to your Metro Vanpool/Ridematch.Info
account, click Forgot Password, enter the email you use to sign into
Metro Vanpool/Ridematch.info, check the “I’m not a robot” box, and

click Send.
You will receive an email to set a password. When creating a new
password, it is acceptable to reuse the password you used previously.

Rideshare Password Recovery Request

Account Activation 0 e

/20 Site <noreply@ricematcn.info>

@ Metro

We have received your request, and your personal profile has been updaled so that you may
set a new password

- Please proceed o the web page below o set your new password and log in

Sel your password.

Please note - the link in this email is only valid for 24 hours from the time that this email was
sent

Requesting the vanpool sponsor role

Sign In

Email

Enter Password

Sign In

Forgot Password?

Set Password

Enter the email address associated with your
Metro Vanpool account, and we'll send you a
link to reset your password.

Email

Fm not a robot

o

Send

Create a password

Please choose your password, then click on the
button below to proceed.
Passwords must be at least 8 characters long and

contain at least two letters, one digit and one special
character.

Enter Password

Confirm New password

Continue

Once you have created your profile, you may request the role of vanpool sponsor by contacting Metro Vanpool at

vanpool@metro.net.
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Sponsor Role
If your profile also has the employer role, when you sign-in for the first time, you will see the Commuter Activity page.

This is currently the Desktop View. If your profile also has the commuter role, you may go to the Mobile View, click the
Vanpools tab and select Ridership from the drop-down menu. Select the Mobile View tab at the top right.

Commuter Activity

Vanpools ¥ | Account ¥

StartDats [B/62019 | End Date 782020 | TMA: |Entire Datsbase ~| CompanyCode: [ F| [ RequeryData |
Vanpool Matches - Most recent 14 days Commuter Count - Up to most recent 12 months
Staff  =—— \Web Total =—a= Active for Matching
1.0 1,500
Ridership Reporis
0.5
, 1000
g $ Vanpool Route/Rosier/Search
£ 0.0 E
3 E
= 3
500
-0.5
-1.0 1]
S B/2019 1212019 4/2020
i
ﬁ\q,’b 1072019 2/2020 6/2020
Match Type: [ Vanpeal ~| [ RequeryData |

If your profile does not have the employer role, then you will go directly to the Mobile View.
The first page you will see when you go to the Mobile View is the Find a Monthly Report.

NOTE: You can access all your vanpools and report in this Mobile View OR you can choose the Desktop View which is the
preferred view by clicking on Report Menu and selecting Desktop View.

@ Metro e

HOME  MYVANPOOL  MYACCOUNT  FINDREPORT  NEWREPORT HELP  DOCUMENTS

Report .
e Find a Monthly Report
Vanpool Code
VL0013
Start Month January Start Year 2020~
End Month December ™ End Year 2020~
Search
Vanpool Code/Name Month/Year Coordinator Opened Ch

View VI NN13 - Vatarans Affairs Madiral Cantar lana  un 2020 Gina Cactilln LAVPIMPORT 14

You can also access the Desktop View by hovering over the Switch Roles tab and selecting Sponsor.
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@ SWITCH ROLES HOME MY ACCOUNT  FINDREPORT  NEWREPORT  HELP o
Metro —

Find a Monthly Report

This is the Desktop View where you can access all your vanpools and complete monthly reports.
[

New Monthly Report VL0013 - Veterans Affairs Medical Center Long Beach-13  Mobile View

Find a Monthly Ridership Report .1, To search for a monthly ricership logs that you

Start Month / Year: 2020 v “? have already started, enter search criteria below
End Month / Year: 2020 v and then click the search button.

s h | If you have not already started the log for the
T month and year, click "New Monthly Report” in
the menu above.

You can navigate back to Mobile View very easily. Navigating between Mobile View and Desktop View will be helpful as
you become more familiar with the website.

) B e e T

Find Monthly Report  New Monthly Report [[R0a=itl Unsubmitted Route - Roster - Rider Search

Vanpool Ridership Reports
Report Type: [Ridership Summary v e ARidership Summary Report is a condensed
* Vanpool Code Start / End: [VL0013 v |[ VL5968 v listing of vanpool ridership data. For every
5 MmNkt g

Start Month / Year: [June ] name and vendor are identified. The vehicle

End Month / Year: assigned at the end of the reporting period is
une (2020 +] identified, and a summary of trip counts is

TMA: included.

Leasing Vendor: [=An- v] Only vanpool routes that have started a monthly

ridership report will be included in the listing of

Sponsor: = Al -- v
o [—Au v individual routes.

@ AllDays () Weekdays () Saturdays () SundaysfHolidays

Closed reports refer to monthly vanpool ridership

Select only closed reports logs which are closed for editing. If you select
Start Close Date: only closed reports, you will need te provide the
range of dates when the reports were closed. To
End Close Date: get all reports for a reporting period, select the
. first day of the first month as the beginning, and
Qutput Format: ® EXCEL XLSX () EXCEL () PDF

today's date for the end

| Submit | Vanpool routes started are counted by the

You can sign out from Desktop View by clicking the Account tab and selecting Sign Out.
[ [t

Find Monthly|

L5776 - City of LA-5776 Mobile View
Change Password

:CEY Non-Revenue Trips  Ridership Distance / Time Expenses  Submit

3 U pool group, you must enter the starting and ending days and odometer readings during the month for this report.

e used by this vanpool group in this month is not seen in the list below, please contact us right away.

Option One — View or Edit Monthly Report from the Desktop View

When you sign-in for the first time, the Commuter Activity page will be the first page. If you would like to view or edit
monthly reports from Desktop View, continue on with the steps on the next page. If you would like to see the Mobile
View, click the Home tab, select Vanpool Sponsor Home, and refer to Option Two on page 13.
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Commuter Activity
Start Date /82019 | EndDale [#/62020 | TMA: [ Entre Datsbase ~| CompanyCode: [ P| [ RegueryData |
Home ¥ | Commuters ¥ | Comp
Vanpool Matches - Most recent 14 days Commuter Count - Up to most recent 12 months
Staff —— Web Total —e— Active for Matching
1.0 4
0.5 3
4
g £
§ oo E 2
0.5 1
-1.0 0
0 B8/2019 12/2019 4/2020
i:"ﬂﬂ 10/2019 2/2020 6/2020

uery Data |

‘ Vanpools ¥ | Account ¥
Click the Vanpools tab and select Ridership from the drop-down menu.

Riderzhip

Ridership Repaoris

Vanpool Route/Roster/Search

Select the Start Month and the End Month and click Search. You will only be able to View the Closed account and Edit the
Open account. Select View or Edit on the vanpool that you would like to access.

I B T T e e T

TR New Monthly Report  Reports Unsubmitted  Route - Roster - Rider Search

Fmd a Mﬂn‘hlv Ridership Report To search for ridership logs that are alreay open

Vanpool CedalApproval ID: " enter criteria below and then ciick the saarch
TMA: Al v button.

Sponsor: Ca-

Leasing Vendor . B

Start Month / Year: January  v|[2020v|

End Month / Year December v| (2020~

Search

Displaying 1 to 25 out of 1187 total msuns\

Page:fl 2 3 & 5 Next Last

Vanpool CodeiName Month/Year  Coordinstor Opened Closed
VL0043 - A1428 - Veterans

Gina Castillo LAVPIMPORT LAVPIMPORT | Open
View . pffars Wedical CenterLong  Jn 2020 giya castilo@medvagov 12612020 12:12AM 6/26/2020 12:12 AM | Dolete
James Chaffea LAVPIMPORT LAVPIMPORT [__Open
View VL0023-A1516-JPL-23  Jun2020 Lo fee@iplnasagov  GI26/2020 1212AM 6/26/2020 12:12 AM [ Delete
View  VLODZ5 -A1425- Tho Junzozn  Greg Papazoglou LAVPIMPORT LAVFIMPORT [_open
Aerospace Corp.-25 aregpapazogiou@msn.com  6/26/2020 1212AM 62612020 1212 AM [ Delete
View  VLOD3O-A1402.Lockhesd | . Nicholss Zazzarina LAVPIMPORT LAVPIMPORT [ Open
Martin-39 nick zazarino@Imco.com  B/26/2020 1212 AM 61262020 1212 AM [ Delete
View  VLOUSZ-AM17 - Jnzozg  VictorAndrade LAVPIMPORT LAVPIMPORT [__open
Rayiheon-52 viandrade@raytheon.com  BI2612020 1212 AM 6126/2020 12:12 AM [ Dlste
View  VLODB3 -At4ds - Junzozg  Lamy Hig LAVPIMPORT LAVPIMPORT [ Open
©  Raytheon-63 e higa@raytheoncom 612612020 1212 AM 612612020 12:12 AM [ Delete

Enter the end odometer reading of the van on the last day of the month when the group arrived at their final destination.
Click Save and then click Next.

e e e e e e e I T

Find Monthly Report New Monthly Report Reports Unsubmitted Route - Roster -
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search
Monthly Report for VL0013 - Jun 2020 Non-Revenue Trips Ridership Distance / Time Expenses Submit

_ The assigned vehicle for this vanpool must first be added to the database (go to the Leasing Vendor Confirmation Page and Select ‘Register a Vehice' or go
to Vanpeols > Vehicles > New Vehicle).

Once added, search for the vehicle through one or more of the fields below. Upon finding the vehicle, 'Select' the vehicle.

Once selected, enter the date the vanpool group took possession of the vehicle, and the odometer upon possession

When the vehicle is unassigned to this vanpool group, enter the date the vehicle was unassigned and the ending odometer reading.

Select a Vehicle
Year Make Model LeasingVendor Vehicle|D Seats StartDay EndDay Start Odometer End Odometer Miles

2019 FRD  Transit ENTNTD TRNBKV 8 00— Imi 000 mi 00

7 /
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The top banner will show that the odometer was entered successfully. Click Next so that you can move to the passenger
participation report.

e e e e e e e )

Find Monthly Report New Monthly Report Reports Unsubmitted  Route - Roster - Rider Search
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search
Monthly Report for VL0013 - Jun 2020 R'CIIEER Non-Revenue Trips  Ridership  Distance / Time Expenses  Submit

0 Vehicle usage was successfully saved.
4y For each vehiclethat was used by this vangool group, you must enter the starting and ending days and odomete readings during the morih for s repart
?” 1fa vehicle used by this vanpool group in this manth is not seen in the list below, please contact us right away.

If you came to the page because the odomater readings were incomplate, and you have comected this, click "save” below - then select "submit” above to ratry
the suamitta|

Assigned Vehicles

Year Make Model LeasingVendor Vehicle|D Seats StartDay EndDay Start Odometer End Odometer Miles
2018 NS C2500 ENTNTD TQPSWS T 1 v 30 v 510.0 mi 2008.0 mi 14068.0
Save Next

/

Go to the top of the report and select the ride code that will apply to everyone on this day and when a pop up comes up
to confirm click OK. Once populated go to change the days that individuals did not ride with the D code. Continue to
report each day until all participation is reported for the entire month. Click Next which will bring you to a calendar.
Green squares represent the days that have been reported. Remember to click Save if any changes were made. Click
Next, to bring you to the Expense report.

e e e e e o e I

Find Monthly Report New Monthly Report Reports Unsubmitted Route - Roster - Rider Search
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search
Monthly Report for VL0013 - Jun 2020 Vehicles Non-Revenue Trips WaGEe\M Distance / Time Expenses Submit

1o Use the form below to record the daily ‘ride cods' for sach commuter.
The 'ride code' is a single character code that indicates if and how the commuter utilized the vanpool on a given day. See below for a list of valid codes.

Ride Code
’:nbound 0 Quibound 2 Round Trip H Holiday D Did Not Ride érﬁﬂ:}‘” Vanpool
F SaSuM T WRF SaSuMT WRF SaSuM T WRF SaSuM T WR F 5aSu
Name Role City / State | Zip 12 3 4 5 6 7 8 9 1011213141516 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
Set everyone on this day to the code you enter
here.
Charlie i zZIb B [2][2][2][2]2
Coordinator Rider Orange, CA 92865
i Long Beach, CA 2]p b 2]2]2][2]=
Passenger John Rider 90875
Tracy McConnell Rider Garden Grove, CA 2D D (2])2((2]]2]2
Passenger i 2D D 2|2]2]2)2
Patricia Rider CA
- ; Long Beach, CA 21D I [2]D]21[2][2
Passenger Patrick  Rider 90204
Save Next

7/

After inputting the Ridership, you will be directed to the Travel Time/Distance calendar view for the month you are
reporting for. If you want to make changes, you can click the back button on your browser. If no changes need to be
made, click Next to proceed to the Expense reporting section.
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Find Monthly Report  New Monthly Report Reports Unsubmitted Route - Roster - Rider Search
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search
Monthly Report for VL0013 - Jun 2020 Vehicles Non-Revenue Trips  Ridership Distance / Time Expenses = Submit

© Meonthly ridership data was successfully saved.
Travel Time/Distance for May 2020

- Time/Distance Data Saved on This Date - No Trips on This Date
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 5 6 7 g 9
10 Ll 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27| 28 29 30

N

Next

Click on the Expense Type drdﬁown menu, enter the Fuel Type and enter the Quantity. Use “1” for all Quantity except
for fuel. Enter the Total Cost of the expense and click Add. Click Save and when you have entered all your expenses click
Next. You will see the blue confirmation banner at the top when you click Save. If you made an error, click Delete and re-
add the expense you wanted to correct.

o e e e e o )

Find Monthly Report New Menthly Report Reports Unsubmitted Route - Roster - Rider Search

VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search

Monthly Report for VL0013 - Jun 2020 Vehicles Non-Revenue Trips  Ridership Distance / Time [3=IFEEY Submit
D Expense has been added

Expenses for April 2020
Vanpool: VO1134 - City of Garden Grove - Andrew Omelas

New Expen:
Expense Type Quantity Total Cost Comments
L a ] Add
/

L 4

My Expenses

Expense Type Quantity Total Cost Comments
Fued GA - Gasoline 85.00 s328.32 Delete
Save Next

7/

Click on the confirmation of using one van or if you had a van switch and used more than one van during the reporting
month. Click on the confirmation indicating your passenger list is correct and click Submit. Once you submit a monthly
report, you will not be able to edit this report.
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Find Monthly Report  New Monthly Report = Reports | VL0378 - Disney-378 = Mobile View
Monthly Report for VL0378 - Jul 2020 Vehicles [Enicernichntl Ridership Distance/Time Expenses

Click the submit button below to confirm that your
have correctly entered all required ridership data
Once ridership data is submitted you will not
be able to edit it again.

Comments -,

If you have not completed your data entry, or wish
to check it for correctness, you may use the menu
above to navigate to previous steps.

Thank you for your cooperation!
4

/D | confirm that my vanpool roster is correct, and that no additions or deletions need to be made. All information in this report is complete and correct.

Entered: / Not Closed

A blue banner will appear to confirm that you have successfully reported for this group. You can enter your van number
to find the next vanpool group or enter the Start Month and End Month and click Search to view your entire vanpool fleet.
Select the next vanpool with an Open report.

E e e e e e -

(OGN RRER B New Monthly Report Reports  Unsubmitted Route - Roster - Rider Search
0 Your April 2020 report for route V01184 was successfully submitted. Thank you!

Find a Monthly Ridership Report «2+  Tos=seanch for a monthly ridership logs that you

‘Wanpool CodelApproval (D ? hzve slready started, enter search criteria below
ThA: — Al — v and ihan click the search bution.

If you hawe not slready started the log for the

Leasing VWendor: — All - v
2asing v n- -::-r Al month and year, click "New Monthly Report” in
Start Month / Year: harch ¥ ||2020 ¥ the menu above.
End Month [ Year: Apr ¥ |l2020 ¥
Search

When you are done, click the Account tab at the top select Sign Out.

0 our April

Find a Mol R—
anpool (fe’Approval IO ? have alrea
Thi4: — All — v and then ¢
Leasing Vandor: — Al - v If you hawve

B manth and
Start Mortth / Year: March ¥ |[Z0z0 ¥ the menu ;
End Maonth [ Year: Apri ¥ [|20z0 ¥

Search

How to Create a New Report in the Desktop View

Vanpools ¥ | Account ¥

Click on the Vanpools tab and select Ridership from the drop-down menu. s

Ridership
Ridership Reporis

Vanpool Route/Rosier/Search
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Then, click the New Monthly Report Tab. Use the drop-down menu to select the Month and Year and the next drop-down

menu to select the van ID that you would like to report for. Your selection will view in a blue highlight and click on the
Open button.

I e e e e e e Y

Find Monthly Report Naw Munthly GG 8 Reports  Unsubmitted Route - Roster - Rider Search
Open a NeMthly Ridership Report

Select the month in which the vanpool with begin receiving the subsidy. ‘“9" gﬂgzh?:%%n;gg ;ﬂn:i?&e‘c%;ﬁ Monthly

Month / Year: 2020 v Select the Vanpool |D from the dropdown that you

Vannool are assigning the vehicle to and the Month/Year
v -- Select -

for when the subsidy will begin.
VL0023 - JPL-23

VL0025 - The Aerospace Corp.-25
VL0039 - Lockheed Martin-39

VL0052 - Raytheon-52

Enter the end odometer reading of the van on the last day of the month when the group arrived at their final destination.
Click Save and then click Next.

e R L

Find Monthly Report New Monthly Report Reports Unsubmitted Route - Roster - Rider Search
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search
Monthly Report for VL0013 - Jun 2020 Non-Revenue Trips  Ridership Distance / Time Expenses Submit

. The assigned vehicle for this vanpool must first be added to the database (go ta the Leasing Vendor Confirmation Page and Select 'Register a Vehicie' or go
"2 to Vanpools > Vehicles > New Vahicle).

Once added, search for the vehicle through one or more of the fields below. Upon finding the vehicle, ‘Select' the vehicle.

Once selected, enter the date the vanpool group took possession of the vehicle, and the odometer upon possession

When the vehicle is unassigned to this vanpool group, enter the date the vehicle was unassigned and the ending odometer reading.
Select a Vehicle

Year Make Model LeasingVendor Vehicle!D Seats StartDay EndDay StartOdometer  End Odometer Miles
2019 FRD  Transit ENTNTD TRNBKV 8 mi mi 0.0
save Nexl

v

The top banner will show that the odometer was entered successfully. Click Next so that you can move to the passenger
participation report.

R e e e o e )

Find Menthly Repert New Monthly Report Reports  Unsubmitted Route - Roster - Rider Search
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search
Monthly Report for VL0013 - Jun 2020 Non-Revenue Trips  Ridership Distance / Time Expenses Submit

0 Vehicle usage was successfully saved

gy For each vehicle that was usad by this vanpool group. you must enier the starting and ending days and odometer readings during the month for this report
2 fawehicle used by this vanpoal group in this month is not s=en in the list below, please contact us right away.

If you came to the page because the odomater readings were incompiate, and you have comected th

=, click "save” balow - then select "submit” sbove to ratry
the submittal.
Assigned Vehicles
Year Make Model LeasingVendor Vehicle|D Seats StartDay EndDay  Start Ocdometer End Odometer Miles
2018 NIS  C2500 ENTNTD TQPSWS T 1y 30 Y E10.0 mi [2008.0 mi o 1408.0
Save Next

/

Go to the top of the report and select the ride code that will apply to everyone on this day and when a pop up comes up
to confirm click OK. Once populated go to change the days that individuals did not ride with the D code. Continue to
report each day until all participation is reported for the entire month. Click Next which will bring you to a calendar.

Green squares represent the days that have been reported. Remember to click Save if any changes were made. Click
Next, to bring you to the Expense report.
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Unsubmitted Route - Roster - Rider Search
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search

Find Monthly Report New Monthly Report Reports

Monthly Report for VL0013 - Jun 2020 \Vehicles Non-Revenue Trips WE{ELCLTWM Distance / Time  Expenses  Submit

.o Use the form below to record the daily ‘ride code' for each commuter.

The 'ride code' is a single character code that indicates if and how the commuter utilized the vanpool on a given day. See below for a list of valid codes.

Ride Code:
’:nbound

0 Outbound 2 Round Trip H Holiday D Did Not Ride ér’m‘” vanpool
F SasuMT WRF SaSuMT WRF SasuMT WR F SaSuM T WR F SaSu
Name Role  City ! State  Zip 123 456 7 8 9 10111213 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Ser everyone on this day to the code you enter
here,

Chariie :
Coordinator FRE
Passenger John Rider

Tracy McConnell Rider

Passenger )
Patricia Rider

Passenger Patrick  Rider

7

Save

Crange, CA 92865

Long Beach, CA
90815

Garden Grove, CA

CA

Long Beach, CA
90804

Next

7

After inputting the Ridership, you will be directed to the Travel Time/Distance calendar view for the month you are
reporting for. If you want to make changes, you can click the back button on your browser. If no changes need to be
made, click Next to proceed to the Expense reporting section.

I e e T e e Y

Find Monthly Report  New Meonthly Report Reports  Unsubmitted Route - Roster - Rider Search
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search
Monthly Report for VL0013 - Jun 2020 Vehicles

.n Menthly ridership data was successfully saved.

Sun

Next

7

24

k3

Non-Revenue Trips  Ridership Distance / Time

Expenses Submit

25

Travel Time/Distance for May 2020
- Time/Distance Data Saved on This Date

Tue Wed Thu
5 6 T
12 13 14
19 20 21
26 27 23

- No Trips on This Date

Fri

1

22

29

Sat

2

23

30

Click on the Expense Type drop-down menu, enter the Fuel Type and enter the Quantity. Use “1” for all Quantity except

for fuel. Enter the Total Cost of the expense and click Add. Click Save and when you have entered all your expenses click
Next. You will see the blue confirmation banner at the top when you click Save. If you made an error, click Delete and re-
add the expense you wanted to correct.
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Find Monthly Report New Monthly Report Reports Unsubmitted Route - Roster - Rider Search
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search
Monthly Report for VL0013 - Jun 2020 Vehicles Non-Revenue Trips Ridership Distance / Time [J3GCUECER Submit
e E —
0 Expense has been added

Expenses for April 2020
Vanpool: VO1184 - City of Garden Grove - Andrew Ornelas

New Expen:
Expense Type Quaniity Total Cost Comments
¥ o o Add
/
L 4
My Expenses
Expense Type Quantity Total Cost Comments
Fue G - Gasaline 8500 532832 Delete
Save Next

7/

Click on the confirmation of using one van or if you had a van switch and used more than one van during the reporting
month. Click on the confirmation indicating your passenger list is correct and click Submit. Once you submit a monthly
report, you will not be able to edit this report.

e e e e e e e )

Find Monthly Report New Monthly Report Reports Unsubmitted Route - Roster - Rider Search
VL0013 - Veterans Affairs Medical Center Long Beach-13 Check Roster & Route  Rider Search
Monthly Report for VL0013 - Jun 2020 RCITPEFl Non-Revenue Trips  Ridership  Distance / Time  Expenses  Submit

Click the submit button below to confirm that your

Commants: iy
Y have comecily entered all required ridership data.

Once ridership data is submitted you will not
be able to edit it again.

I you have not completed your data entry. or wish
to check it for comectness. you may use the menu
zbova o navigate to pravious steps

Thank you for your cooparation!

% The same vehicle was used for this entire reporting period.
Multiple vehicles were used during the course of this reporting period.

/« | confim that my passengar list is correct. and that no additions or deletions nead to ba made. All information in this repart is compiate and comect.

Submit

Entered celinetran18@gmail com Mot Closed
412012020 217 FM

Edited: lianekg@ei garden-grove ca us

SI2020 4:54 PM

A blue banner will appear to confirm that you have successfully reported for this group. You can enter your van number
to find the next vanpool group or enter the Start Month and End Month and click Search to view your entire vanpool fleet.
Select the next vanpool with an Open report.

e e e e e o L

R OGRELGGWVEERLL 8 New Monthly Report  Reports  Unsubmitted Route - Roster - Rider Search
0 our April 2020 report for route V01184 was successfully submitted. Thank youl

Find a Monthly Ridership Report ~a Tosearch for 2 monthly ridership logs that you
Wanpool CodelApproval ID: ? nave slready started, enter search criteria below
ThiA: A ¥ and than click the search bution.
L . If you hawe not already started the log for the

L fendor: — All - v

=asing v n. .:-r Al month and year, click "Mew Monthly Report” in
Start Month [ Year: March Y| |2020 ¥ the menu above.
End Maonth /ear: Apri Y|l2020 ¥

Search

7

When you are done, click the Account tab at the top select Sign Out.
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. To s=arch
defApproval [D: £ havealrea

Vanpo

Thla: —All - r =ne than e
Leasing Wendor: — Al — v If you have
- month and
Start Marnth / ear: March ¥ |l2020 ¥ the menu :
End Month # *Year: Apri ¥ ||[2020 ¥
Search

Option Two - View and Edit a Monthly Report from the Find a Monthly Report View

When you sign-in for the first time, the Commuter Activity page will appear. To go to the Mobile View, click the Home
tab, select Vanpool Sponsor Home.

e e D

Commuter Activity
Start Date (062019 €nd Oute 7572020 THA: [Ents Database: ] Company Code: el Requery Data

Vanpool Matches - Most recant 14 days Commuter Count - Up to most recent 12 months

san — o T8~ Achveorbischrg
, Home ¥ | Commuters ¥ | Comp

05 a

. s

o
® 82019 1212018
o v
o 102019

Commuters

20
62020

Match Tyse: (Vanpssl v) [ Requery Data

STEP ONE —Filter your search

The first page you will see in the Mobile View is the Find a Monthly Report page which provides an overview of the report
status for all your vanpools.
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Click the drop-down menu under Vanpool
Code to filter the search for a specific
vanpool.

To view all vanpools, do not enter a vanpool
code. Monthly Reports can also be filtered
for a specific month or a range of months.

After selecting a vanpool or all vanpools and

the month(s) click Search to see the vanpool
information and the report status.

STEP TWO - view a Monthly Report

SWITCH ROLES HOME  MYVANPOOL  MYACCOUNT  FINDREPORT  NEW REPORT  HELP

Find a Monthly Report

Vanpool Code

Vanpool Code

¢ —

Start Year 2020 7

Sta

Start Month January Enc

End Month December End Year 2020 "

View a monthly report by clicking View on the left column. If the Closed column is populated, the report for that month
was submitted and no further changes can be made. If the Opened column is blank, a report has not been started for the
month. If the Closed column is blank, the report has not been completed or submitted.

Vanpool Codes/MName

— Vie V(01070 - City of Garden Grove | Jan 2020
- Ronald Doscher
Wiew of Garden Grove  Jan 2020
grove.caus
View ve  Jan 2020 ANt nelas

STEP THREE — Edit a Monthly Report

Month/Year

Coordinator

Opened

ornelasa8s@gmailcom

Edit will appear next to vanpool with unsubmitted reports. Click Edit to complete or change information to submit the

monthly report.
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celine-trangoutlook co
@ SWITCH ROLES HOME  MYWANPOOL  MYACCOUNT  FINDREPORT  NEWREPORT  HELP o Sign Out
Metro

Vanpool Code
Find a Monthly Report v

Vanpool Code

. voworo [
v v V01071
Start Month January Start Year 2020 E
V01184
End Month December ¥ End Year 2020

V01185 [k
Search

— VO1186

Wanpool Code/Name Menth/Year | Coordinater Ope VOllS? orolir) Closed
Wiew | WC1070 - City of Garden Grove - Ronald Doscher Jan 2020 Ronald
rondaggpd

View | VC1071 - City of Garden Grove - Shan Lewis Jan 2020
Wiew | V1184 - City of Garden Grove - Andrew Omelas Jan 2020 IMPCRT IMPCRT
2/25/2020 440 PM 2/25/2020 440 PM
Wiew | WOm85 - City of Garden Grove - Celesting Pasillas Jan 2020 IMPORT IMPORT
2/25/2020 440 PM 2/25/2020 440 PM
Wiew | V1186 - City of Garden Grove - Joshua Arionus Jan 2020 IMPCRT IMPCRT
2/28/2020 440 PM 2/28/2020 440 PM
Jan 2020
Mar 2020

Ridership — Once you hit Edit a calendar will appear, this is Month View. The green squares represent the days that
ridership was reported. By clicking on the day of the week you can report daily participation and follow the instructions
on the bottom of the page to bring you back this page Month View. Click @ at the bottom of the calendar to move to the
expense report.

Ridership for March 2020

Vanpoeol V01184 - City of Garden Grove - Andrew Ornelas

0 1 12 4
b 7 18 1 il

4 % 7
o k2
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Ridership for Monday 3/2/2020

Vanpool V01184 - Ci arden Grove - Andrew Ornelas o
@ Tip: To view your Monthly
e T o ok (i el Tone e ok e Ridership Calendar at any time, click
&0 the “Month View” button at the
Distance to Work (miles) Distance from work miles bottom of page.
kS 4
i Once you are done completing the
Name Roden / Out reporting for the day, click “Save and
S Continue.”
If you are reporting at month end and
you have finished logging all your daily
@ © passenger trips, click “Month View”
© o and then click g at the bottom of the
© o calendar to move to the expense
report.
Month View

— =

Expenses — Enter all the expenses incurred during the month for the vanpool regardless of how or who paid for them.
a. Select the Expense Type, enter the Quantity, Total Cost, and click Add.
b. Comments —add any comments you believe may be of assistance Metro Vanpool regarding the expense
type.
c. If you made an entry error, click Delete to remove the entry and re-enter the expense (an entry cannot be
edited once it has been saved).
d. Once you have entered all your Expenses for the current reporting month, continue by clicking @ .

Expenses for March 2020

Vanpool: V01184 - City of Garden Grove - Andrew elas

Expense Type

=ach vanpoal & the manth. Enter "1 for quantity for all e el
Expense Type Quantity Total Cost Comments
Fuel v C C —
CllI:amng _’ . - 4
Tolls
Parkmg
Other
My Expenses
o Expense Type Quantity Total Cost Comments
@ Tip: Enter “1” in ) Sa00s v
guantity for all ) o -
expenses except Lo e
Fuel. Fuel expenses
must include the 00
gallons purchased in
guantity.
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Ending Odometer — Click Edit to enter the End Odometer for the month. Click @ when you are done.

Ending Odometer for March 2020

Vanpool V01184 - City of Garden Grove - Andrew Ornelas
Start / End
Start / End Odometer

vehicle Date (Miles)

Submit — When all Passenger Trips, Expenses, and Vehicle information are reported and verified, confirm the number of
vehicles used during the report month and confirm that the report information is complete and accurate.

a. Comments — Enter any comments or concerns you wish to share with Metro Vanpool about this reporting
month, such as information regarding a vehicle change during the period.

b. Confirm the report is correct. Use @ to review your entries and edit if necessary.

Important — Once submitted, the report will be locked for review and you will not be able to make further
changes.

c. If you receive an error message, please correct the errors noted so the report can be submitted. Contact
Metro Vanpool If you can’t correct the errors, or if you submitted the report and then found that changes
are required.

i. Contact Metro at vanpool@metro.net or 213-922-9200.
ii. After correcting any errors, click Submit.

Submit March 2020

Vanpoel V01184 - City of Garden Grove - Andrew Ornelas
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How to Create a New Report in the Mobile View
mMetro

HOME  MYVANPOOL  MYACCOUNT  FIND REPORT =~ NEWREPORT HELP  DOCUMENTS

Click on New Report on the menu bar to begin a new
report.

New Monthly Report

VL0013 - Veterans Affairs Medical Center Long Beach-13

Schedule

Going Trip 6:10 AM - 7:15 AM
Returning Trip 4:00 PM - 5:15 PM
Operating Days: Mon Tue Wed Thu Fri
Update Schedule

Route

Origin — Destination: 41.17 mi
Destination — Origin: 41.64 mi
Update Route

STEP ONE — Select the van you want to create a new report for.

Click the down arrow to select the vanpool you would like to create a new monthly report for from the drop-
down menu. When you have made your selection, click Select Vanpool.

OLES HOME  MYACCOUNT  FINDREPORT  NEWREPCRT  HELP

Vanpool Selection

ey | scictvanpool

N

Vanpool Selection

STEP TWOQO — Confirm the chosen van’s schedule, route to work, and passenger list.

If a passenger is missing, or if there are people on the passenger list that are no longer part of that vanpool group, update

the passenger list. A new passenger will be emailed a participant agreement and you will not be able to finish the report
until it has been signed.

After reviewing the information and making any necessary corrections, click the checkmark box “I confirm that all of the
information above is correct about this route.”

Select the month and year from the drop-down menu to indicate the report you would like to start and click Create.
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e

Metro

Report
Menu

Name

1 Route Origin

2 Pick up Passenger Patricia Pick-up

3 Pickup Pa

4 Pick up Passenger John Pick-up

enger Pete Pick-up

SWITCH ROLES HOME ~ MYACCOUNT  FINDREPORT ~ NEWREPORT  HELP °

New Monthly Report

V01395 - Charlie Coordinator

immediately

Schedule

Going Trip 5:30 AM - 6:00 AM
Returning Trip 3:30 PM - 4:00 PM
Operating Days: Mon Tue Wed Thu Fri
Update Schedule

Route

QOrigin — Destination: 20.23 mi
Destination — Origin: 19.66 mi
Update Route

Type Address
Crigin 2555 N Tustin St. Orange, CA 92885

University Drive and, CA-73. Irvine, CA g2617

University Drive and, CA-73. Irvine, CA &

University Drive and, CA-73, Irvine, CAG:

5. Route Destination Destination 7301 Center Ave, Huntington Beach, CA 92847
o %
- Anaheim
Hawaian
Gardens SoUFHWEST @
AN e m_,aqggak:
o land Park ional Par)
Cypress iy < @ lla Park
-} (5]
Los Alamitos Stanton TRIAnar, Orange G
Park Actes i
® (o) Reglonal Pk
A B o El Modena
0] o
g @ @ & Garden -
= North Tustn » Lo
sone (1) Westminster H “Canyo
Seal Beach ® AnTEsiA wiLAR © =
Rl dway City Santa Ana = ~
Ses! Beach Retiie ustin Loma Ridge
> o Re
Sunser seACH sonoekwEr @
Founlmm & oRTHWO0D ¥
Valley
soutm const & L] —
METRO e
Go-gle o, & Mipdafa ©2020 | Temsotuss
Passenger List
Update Passenger List
Name, Role Pick-up Drop-off
Charlie Coordinator, Rider. Coordinato

Your previous monthly report has incomplete vehicle usage data. It is best to finish this before starting a new report. Click here to update

the vehicle data

— Create a new report for May

19| Page



STEP THREE — select the first day the group started riding
in the van for the month.

Days that have been reported for are highlighted in green.
The current day is highlighted in pale yellow.

Future days in the month are shaded in gray and cannot be
reported for yet.

STEP FOUR — Complete the Ridership log for each day the van was in use.

Wed

Ridership for May 2020

Fri Sat

Detours? Update
the travel time and
distance to work and
from work.

Click Save Ridership if you are reporting
just for that day.

Click Save and Continue if you are
ready to report for the next day. (Note:
You cannot report for future days.)

Click Month View to see an overview of
report for the month. Reported days
will be highlighted green.

Ridership for Friday 5/1/2020

.....

Travel Time to Work (minutes) Travel Time from Work (minutes)
Distance to ‘Work imiles) Distance from Work (miles)
Mame Rode In / Qut
S ’ e o
S @ o
g - @ o
e e o
e e o

Month View

Click who rode to
work in Rode In
and who rode
home in Rode Out

When you are on the Month View page, click the blue arrow % below the calendar to enter the van expenses (i.e. fuel,
cleaning, tolls, or parking — all expenses must be entered regardless of who pays them).
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STEP FIVE — Enter the Expenses for the month. For fuel, you will also enter the total gallons of fuel purchased.

Expenses for May 2020

My Expentes

Expense Type Quamtity Total Cost Comments

@ Tip: Enter “1” in

guantity for all /

expenses except Fuel. e ©

e. Comments —add any comments that may be of assistance Metro Vanpool regarding the expenses.

f. If you saved your entry and you made an entry error, click Delete to remove the entry and re-enter the
expense (the system does not have the ability to edit an entry once it has been saved).

g. Once you have entered all your Expenses for the current reporting month, continue to the Ending Odometer
page by clicking @.

STEP SIX — Enter the Ending Odometer miles for the report month.

Click Edit to enter your ending odometer miles and confirm that the vehicle information is correct.

Enter the odometer Ending Odometer for May 2020
miles taken when Vanpool V01395 - Charlie Coordinator
the VehiCle iS parked Click Edit and enter the ending cdometer for the month e vehicle =d is not in this g
Start # End
at the home end on _ Start / End Odometer
h |ast commute Vehicle Date (Miles)
the S
—) m 2020 C _—j— :

day of the month.

o0

If more than one vehicle was assigned to this vanpool during a reporting month, complete the odometer information for
the vehicle that was in that vanpool’s possession on the last day of the report month. If this report does NOT show the
vehicle currently assigned to that vanpool, or if they were assigned a new or loaner vehicle on the last day of the reporting
month, please email vanpool@metro.net.

Final Step — submitting the monthly report.

When all Passenger Trips, Expenses, and Vehicle information have been reported and verified for the month, confirm the
number of vehicles used during the reporting month, and confirm that the report information is complete and accurate.
d. Comments — Enter any comments about this reporting month, such as information regarding a vehicle
change during the period.
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Before you click submit, use @ to review your entries carefully and edit if necessary.
Important — Once submitted, your report will be locked, and you will not be able to make further changes.

If you receive an error message and the System is unable to submit your report, please correct the errors noted. If you are
having trouble correcting the errors, or if you submitted the report and then found that changes are required, contact
Metro Vanpool to re-open your report at vanpool@metro.net or 213-922-7003. After correcting any errors, click Submit.

Congratulations! You have submitted your Metro Vanpool monthly vanpool report. You will receive an email from Metro
Vanpool confirming receipt of the report. Metro Vanpool staff will review your report and may contact you with questions.

How to Update Passenger Lists, Routes, Contact Information, and Find Riders

If you are in the Mobile View, click the Report Menu on the top left corner and select Update
Vanpools from the selection menu. You will be directed to the Find a Vanpool page in the Desktop

[ERRZooal New Vanpool | Reports

Find a Vanpool ?

Vanpool Code / Approval ID [
/ Name:

Vanpool TMA:
Vanpool Sponsor:
Leasing Vendor: [~ Any - |
Vehicle ID:

Contact Name/Email:

Origin: |Localiun address, intersection, or postal code |

Coordinator Name/Email:

|

Rider Name/Email:

Destination [Location, address, intersection, or postal code |

Start Date on or after mm/ddlyyyy

Include Inactive Vanpools

Search

If you are already in Desktop View, click the Vanpools tab and select Routes. You will be directed to the Find a Vanpool

page.
i orpoes s | o

nies ¥
Commuter Activity e, [l 5T

Start Dste (671172018
Ridership

Vanpool Matches - Most recenill 3l e ml el =

Vanpool Route/Roster/Search

1.0
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| STEP ONE - search for a specific vanpool by putting “VL” before

Find Vanpoo New Vanpool Reports

Find a Vanpool

their vanpool code/ID, enter any other filters needed, and click Search.

Vanpool Code / Approval ID |

/ Name:

Venpal T [LAMTA v | To view a list of your entire fleet, leave the Vanpool Code/Approval ID
Vanpool Sponsor: [-Any- +]| blank dclick S h

Leasing Vendor: |--Any = v] ank and clic earcn.

Vehicle ID:

|

Contact Name/Email: [

Coordinator Name/Email: |

Rider Name/Email:

Origin:

Destination:

e e ————
| |

[Location, address, intersection, or postal code |

[Location, address, intersection, or postal code |

Start Date on or after [mm/dd

|

Include Inactive Vanpools
[ Search |

Home STEP TWO - Click Edit once you have found the vanpool you want

New Vanpool Reports to view

Find a Vanpool

Vanpool Code / Approval ID [VL0013

[[AMTA~]

I Name:
Vanpool TMA:

Vanpool Sponsor:
Leasing Vendor:

Vehicle ID:

Contact Name/Email
Coordinator Name/Email:
Rider Name/Email:
Origin

Destination:

Start Date on or after

—-Any - v|
- Any — v‘

l

\

I

\

|

[

[Location, address, intersection, or postal code |

[Location, address, intersection, or postal code |

’mmsdd

Include Inactive Vanpools

[

Search |

Displaying 1 to 1 out of 1 total results
Sort: Code Vanpool Name Contact Name Leader Name

From: Corona To: Long Beach

@@O VL0013 A1428 Veterans Affairs Medical Center Long Beach-13 Edit <(———

Gina Castillo

Copy

gina.castillo@med.va.gov
Schedule: 6:10 AM - 7:15 AM / 4:00 PM - 5:15 PM

STEP THREE — Use the top menu tabs to view and make updates to the selected vanpool.

e o crvaes vwme s e

Find Vanpool New Vanpool VL0013 A1428 - Veterans Affairs Medical Center Long Beach-13 Roster / Wait List
Documents Match Restrictions Notes Copy Delete Leasmg Vendor Confirm ~ Approval

Stops / Route  Rider Search

Monthly Report / Vehicle Assignment Ranc
i = Cucam
Most recent report: 6/2020 i Map Satellite A gouina L10J
w West Covina ari
Most recent vehicle: ENTNTD: 7RN6KV  Seats: 8 _ LosAngeles > & Pomona  ONtario
i i L) Eastlos®  __ City of %) (=) ®
[ Change Vehicle Assignment | Aeles [505) Inézﬁ?ﬁ‘ X (D] ) Chino
Code L0013 n- Jlewood & @®
* Name: ‘Veterans Affairs Medical Center L¢| = Downey Chino Hill
e e E— 1330] s ino Hills
TMA: LAI LA-METRO v w Brea. &) State Park
Sponsor: [~ None - v \ Compton B Y. Yorba Linda P o ;.y>$6
. n - ullerton N
Leasing Vendor [ENTNTD - Enterprise NTD Subsidy v ; Lakewood (D) - V/_/ﬁ/ ik
Application Status \ ProviderConfirmed v | orrance @ Anaheim ‘A
@) @ iIl (@D]
Origin eer @ Long Beach ~=======Ggden GioVe" '(”rl

To add or remove a passenger, click the Roster/Wait List tab.
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There are three tabs within this section, (1) Roster, (2) Add, and (3) Wait List.

1
; Find Vanpool New Vanpool | VL0013 A1428 - Veterans Affairs Medical Center Long Beach-13 Edit
In the ROSter ta b’ ClICk the rEd bUtton toremove a Documents Match Restrictions Notes Copy Delete Leasing Vendor Confirm  Approval ~Reports
commuter and click OK to the pop-up if you are sure (rover)) (D Map | Satelite
you want to remove them. Los Anasie s B Snestca
7 commuters assigr!ed to roster. Email this Group - Eat T @ = B S
1 seal(.s) are rev.nalnlng out of 8. . . ‘ < Angeles {50s Inégsfl’w
I0a1 ACPINE WAY Riversds CAgzstg” IO@TY2 9 (@) e
5901 EAST 7TH ST, Long Beach, CA 90822 eqit ||
@ Role Primary Driver v i3k Downey
Pickup [Vanpool Origin v] - @
Dropoff: [Vanpool Destinati v Compton o
[ Contact | Lakewood & =
tab. Enter the passenger’s commuter ID (|f you know it), first [ Find Vanpool | New Vanpoal | V01395 A1482 - Charlie Coordinator | Edit|
and last name, and email. Click Search to look them up.
Add
An email must be entered if it was not autopopulated, click ,/
Add to roster to add them to the vanpool roster or Add to Commuter ID: >

First Mame: Passenger

wait list if the vanpool is already filled up. Lt Names —
- ele

Click OK to the pop-up message to confirm the action. Then, EMEl — "
* Effective Join Date: 5/11/2020

the Roster tab will appear with a blue banner confirmation — [ Search
| I |
that the update was saved. Displaying 1 to 1 out of 1 total results

Paszenger Pete 1D: 10069450
boylesandy3G@amail.com

Microvention

— (|} 10 FOStET
Add to wait list

Are you sure you wish to add Passenger Pete to the vanpool roster?

—“ Cancel
Im Commuters ¥ | Companies ¥ | Vanpools ¥ | Account ¥ -

I dNangol el Vo133 142 ChalConrinator 4 |

y added to roster.

(overo| (20

6 commuters assigned to roster. Email this Group
1 seat(s) are remaining out of 7.

...j;.

: Vanpool Passenger List ¥

Name / Email Status

Coordinator
Participation Agreement Signed

Please note that when you add a passenger to the roster, they will be emailed
a request to sign their Participant Agreement before they show up on your
roster for passenger trip reporting.

Participation Agreement Signed

Participation Agreement Signed
Reporte:

ocom  Participation Agreement Signed

Participation Agreement Signed

Participation Agreement Not Yet
Signed

geoanag
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ll.  Toadd or aremove a stop or fix a route, click the Stops/Routes tab.

Add Stop: Enter the location (address), select the type of stop being added, give it a name (i.e. — Dropoff - Passenger Peter
, and click Add Stop. Don’t forget to click Save Route. Once you add the route, go back to the Roster/Wait List tab and
select the passenger and use the drop down menu and select the stop you just created to reflect where the passenger is
dropped off stop. The same applies for the Pickup stop.

Remove Stop: Find the stop you want to remove and click the red button to delete the stop. Click OK to the pop-up
message to confirm. Click Save Route.

Edit Route: If the route on the map provided does not reflect the vanpool’s true route, click and drag the blue route to
reflect the vanpool’s actual route to work. Click Reset Route if you need to start over. Use the + and — button to zoom in
and out for an accurate view. Click Save Route when you are done

I Home ¥ | Commuters ¥ | Companies ¥ | Vanpools ¥ | Accouni ¥

1 Find Vansool [TV Vo155 Atasa - Charle Coordinator | El | Rosier Wai Lt [T | RerSearch | Complainis |

Origin - Reset Route
Q 2555 N Tustin St, Orange, CA 92865 ? Map Satellite

Pickup - Pick up Passenger Patricia ° ;: ‘V

University Drive and, CA-73, Irvine, CA 92617

Pickup - Pick up Passenger Pete ° Anaheim

University Drive and, CA-73, Irvine, CA 92617

Pickup - Pick up Passenger John —o PR
University Drive and, CA-73, Irvine, CA 92617
L Disneyland Pdfk
Destination Temporarily closed
7301 Center Ave, Huntington Beach, CA 92647 &
Current Route: * Going Returning Staten
Est Going Dist / Duration 2253 mi 42 mins =)
Est Return Dist / Duration 2181 mi 52 mins S Orange
In Service Area Distance 2278 mi Calculate &
7 . . : =@
Route distance/time varies Garden ve (5]
—) S ave Route
—
Add Stop Westminster "
* Location: Location, address, or intersection g@ ” ARTESIA PILAR 9
Select Park-N-Ride idway City “ Santa Ana -
* Stop Type: Pickup Dropoff
[ - —_— :‘m
Name R —— =
w
/ Add Stop JENWEST

e ) e e e ]

Find Verpoe) e Vgl V01135 A1452 - Charie Coordinator st R JRPIVET | iags e e Seareh
Roster (8) m Wit List (0) w  Map Satellite

Tracy McConnell 1D: 10058462  tcatmoconneli@grmail com o
Garden Growe, CA

35 Entargrice. Alizo Wigjn, CA D856
@ Riole: |Rider W |

Edit

Fickup: | Fick up Fassenger Fatricia

el

11781 5 Delta Ln. Garden Grows, TA 92840

Diroipoff: ‘anpool Destination

L Q

lIl ‘fanpool Destination
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Ill.  To search for more riders nearby, click the Rider Search tab. Input filters to narrow down your search
results and click Search.

oo v ot e |

| New Vanpool | V01395 A1482 - Charlie Coordinator | Edit |

— Use each commuter = selected time flexibility
QOverride commuter's selected time flexibility

* Time Window: 30 Flex Time
— = Orig radius: 5 mi
* Dest radius: 5 mi

m— ¢ |ncluds commuters that are already vanpool members
Include commuters that are already carpool members
¢ Include commuters on the wait list whether or not they match the search criteria

— Search
Export results to Excel spreadshest  Email this list
Displaying 1 to 64 out of 64 total results

How to Access Reports

Vanpools ¥ | Account ¥

In the Desktop View, click the Vanpools tab and select Ridership from the drop-down
menu. Click the Reports tab to see the Vanpool Ridership Reports page. e— 21T

Ridership Reporis

Vanpool Route/Roster/Search

Then, select the Report Type to find the report you want from the drop-down menu. Select all vanpools by selecting the
first vanpool from the top of the dropdown list in the first box and the last vanpool from the dropdown list in the second
box. Select the month and year. To see vanpools with submitted reports select only closed reports. To see vanpools that
have not submitted reports do not check the Select only closed reports box. Click Submit.

Ridership Su Reports V01395 - Chaﬂle(tmlﬂlnﬂnr

Vanpaa\ Ridership Reports

\ Report Type:

Ridership Detail

Euxpense Datail

Vehicle Usage Summary

Vehicle Usage Detail

Vahicla Usage Trips

Ridership / Vehicle Usage Ermor Check

Ridership Report Status

Ridership Report Comments

anpao! Starts Terminations

® Al Days ‘Weekdays Salurdays Sundays/Holidays
#l Select only closed reports
Start Close Dale: 3112020
End Close Date: 4/20/2020
® EXCEL XLSX EXCEL PDF
Submit

Output Format:

Ridership Summary v . ARidership Summary Report is @ condensed
WTD * Vanpeol Code Start / End: | V01070 ¥ | [VO1187 ¥ listing ulf VETDDOIIﬂStE’dEhtiﬁ datat. Fordevery et
vanpool route selected, the route code, contac
Start Month / Year March ¥ || 2020 ¥ name and vendor are identified. The vehicle
NTD 510 End Month / Year: March v|[2020 ¥ assigned at the end of the reporting period is
= TMA: All— v !dentlﬁed and a summary of trip counts is
N included
Leasing Vendor: —All- v

Only vanpool routes that have started a monthly
ridership report will be included in the listing of
individual routes

Closed reports refer te monthly vanpool ridership
logs which are closed for editing. If you select
only closed reports, you will need to provide the
range of dates when the reports were closed To
get all reports for a reporting period, select the
first day of the first month as the beginning, and
today's date for the end_

Vanpool routes started are counted by the
number of vanpool records that are not trial
vanpool routes_ where the start date is within
the range of dates selected

Vanpool routes terminated are counted by the
number of vanpeol records where the end date is
within the range of dates selected.

Vanpool routes are included in the started and
terminated counts whether or not they started or
submitted a ridership report.
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All reports can be opened as an excel spread sheet or a PDF by Leasing Vendor —AI- .
. ® All Days Weekdays Saturdays Sundays/Holidays
selecting the report type at the bottom of the page. ) ¥ Select only Closed repors
Start Close Date 31172020
. . H End Close Date: 4/20/2020
Select only closed reports by clicking the box or leave blank it to
Qutput Format ® EXCEL XLSX EXCEL PDF
review all vans. e— | Submit
Summary Ridership Report
|Regional Ridematching Services
*Summary Ridership Report
TMA: Orange County TA Sponsor: City of Garden Grove Provider: Enterprise Start Route: VO1070 End Route: VO1187
From March 2020 To March 2020
Vanpool Routes (per these selections) Started: 0 Terminated: 0
Days In Reporting Period: 31
4/22/2020 9:27 AM
[Ending | One Way| Ridership Code Counts | Partici |
Van Code [Closed |Date Vanpool Name Coordinator Provider [Unitld__| TripCount] B[ W V] S| J] A] E| F]_PT|
Vo1071 Yes 04/20/2020  City of Garden Grove - Shan Lewis Shan Lewis ENTNTD T7RRIT2 82 0 0 0 0 0 0 0 T 0
V01185  Yes (4202020 City of Garden Grove - Celestino  Celestino Pasillas ENTNTD  7NKNJM %@ 0 0 0 0 0 0 0 7 0
V01186 Yes 04/20/2020  City of Garden Grove - Joshua Joshua Arionus ENTNTD 7NLJCD 0 0 0 0 0 0 0 0 5 0
V01187 Yes  (4/20:2020 Cily of Garden Grove - Alejandro _ Alejancro Velenzuela S, ENTNTD 7RTS1X 22 0 0 o 0 0 8 0 1
Totals: 28 0 0 0 0 0 0 0 % 0
Ridership Code Key
B Did not nide due to business
requirement
H Haliday
V Vacation
S Sick
3 Jury Duty
A Altemate Work Scheduls
R'd h H D t 2 | R t B [ D E F G H J K L M N o} P T u -+
laersnip Letall Repor Regional Ridematching Services Page 1
Detail Ridership Report 4/29/2020 5.03 PM
TMA: — All - Sponsor: City of Garden Grove
[Vanpool l Month| Year| _ Date Closed| Sponsor| _Operating Days|
V01071 City of Garden March 2020 4/20/2020 9
Grove - Shan Lewis
[ T Way Route] _Total Miles| Rev. Miles| _Pass. Miles| _ Miles Reduced|
39.00 70200 702.00 195000 1248 00
[Vehicle Usage JProvider / I I Start] End]
|Year 7 Make / Model _|Vehicle ID | Seats| Odometer| ‘Odometer| Mileage] Lease|
h| 2019 FRD ENTNTD 7RRIT2 7 350 7370 7020 §0.00
P Total Miles: 7020
Agency| Company|
ls [Commuter NameriD | Company [Role Subsidy| Subsidy| FarePaid| _1WayTrips] B[ H[ V] S| J A E
Banuelos, Alejandro employer unknown Rider 0.00 0.00 0.00 14 0 0 0 0 0 0 0
b (10068399)
Ortega, David employer unknown Rider 0.00 0.00 0.00 12 0 0 0 0 0 0 0
S | (10068402}
,@, T|p When you select the Rocha, Michas| employer unknown  Rider 0.00 0.00 0.00 % 0 0 0 0 0 0 0
o . 7| (10068400}
Franco, Robert employer unknown Rider 0.00 0.00 0.00 2 0 0 0 0 0 0 0
tab at the bottom, the next b (t00sas9)
Diemert, Ron employer unknown Rider 0.00 0.00 0.00 18 0 0 0 0 0 0 0
| . | | B (10068401)
Lewis, Shan employer unknown Rider 0.00 0.00 0.00 18 0 0 0 0 0 0 0
vanpool group will appear. R
Moya, Steve employer unknown Rider 0.00 0.00 0.00 2 0 0 0 0 0 0 0
I (10068403)
B Total Full Time: 7 Totals: 0.00 0.00 0.00 82 0 0 0 0 0 0 0
Total Part Time: 0 =
Sheetl Sheet2 Sheet3 Sheetd Sheets < >

F [ Display Settings | Bl - 1

Regional Ridematching Services
Summary Vanpool Vehicle Usage Report
From March 2020 To March 2020

Days In Reporting Period: 3
4/29/2020 5:29 PM

[Vanpool Il # Trips Il Mileage Il Start] End]|
Vehicle [Provider [Sponsor [TMA  [Code [Name | __Revenue[ Non Rev.| Total]  Revenue| NonRev. Odometer] Odometer|
THKNJM ENTNTD  GARDEN OCTA  VO1185  Cily of Garden Grove 36 0 1908 1908 0 5942 7850
A1337  Celestino Pasillas
THLICD  ENTNTD GARDEN OCTA  VO1186  City of Garden Grove 30 0 360 360 0 11515 11875
A1338  Joshua Arionus
7PT&E1X  ENTNTD GARDEN OCTA  VO1187  City of Garden Grove 0 0 1400 1400 0 30 1430
A1339  Alejandro Valenzuela
sr
7RRST2  ENTNTD GARDEN OCTA  VO1071  City of Garden Grove 18 0 702 702 0 35 737

A1286 Shan Lewis

Expense Detail Report
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Regional Ridematching Services
Expense Detail Report
Sponsor City of Garden Grove Assigned To: Managed By

From March 2020 To March 2020

472972020 5:32 PM

Van Code  Approval ID  Vanpool Name Assigned To: Year  Month Expense Type Fuel Type Quantity  Cost Comments

vourt  a1288 City of Garden Grove - Shan 2020 March Fuel GA 1 $44.22

votr  A1286 City of Gardan Grove - Shan 2020 March Fusl GA 16 $54.00

vorT1  At28s City of Garden Grove - Shan 2020 March Fuel GA 12 4200

voites  A1337 City of Garden Grove - 2020 March Fusl GA 17 $54.86
Calesting Pasilas !

vottes  A1337 City of Garden Grove - 2020 March Fuel GA 16 $54.08
Calesting Pasilas

vottes  A137 City of Garden Grove - 2020 March Fuel GA 16 35229
Calesting Pasilas

vottes  A1337 City of Garden Grove - 2020 March Fuel GA 17 $53.12
Celestino Pasillas

vottes  a1337 City of Garden Grove 2020 March Tolls 1 5390
Celestino Pasilas

V01185 A1337 City of Garden Grove 2020 March Tolls 1 §148
Celestino Pasillas

V01185 A1337 City of Garden Grove - 2020 March Fuel GA 7 $5353
Celestino Pasillas

V01185 A1337 City of Garden Grove - 2020 March Fuel GA 15 34279
Calesting Pasilas

votltes  a1337 City of Garden Grove - 2020 March Fuel GA 15 $40.67
Calesting Pasilas

V01185 A7 City of Garden Grove - 2020 March Fuel GA 15 M0
Celestino Pasillas

vorss A1 City of Garden Grove 2020 March Fuel GA 16 4480
Celestino Pasillas

V01186 A1338 City of Garden Grove - Joshua 2020 March Fuel GA 13 $4300
Asionus

V01186 A1338 City of Garden Grove - Joshua 2020 March Fuel GA 16 35000
Asionus.

VO1187 A1339 City of Garden Grove - 2020 March Fuel GA m $367 65
Alsgandro Valenzuela S

104360

When you are done with the report you can log out by clicking the Account
tab and selecting Sign Out.

Vanpool R

Report Type:

* Wanpool Code Start/ End: | wO1070 ¥ |[WvO118T ¥
Start Month / Year: April ¥ 2020 ¥
End Month / “ear: April ¥ |20e0 T

Switching Roles and Returning to the Home Page

Go back to Mobile View. If you have a RideMatchinfo.com account or if you are a Coordinator or a Rider on a vanpool you
will have more than one role in the Metro Vanpool website. You will see your roles when you first sign in by hovering
over the Switch Roles tabs. It is only in the Mobile View that you can switch between roles and will be granted different
access.

WCCOUNT - FINDREPORT  NEWREPORT  HELP o

@ SWITCH ROLES HOME MY
Metro

Find a Monthly Report

The My Account tab will allow you to update your personal profile, change your password, find rideshare matches for
yourself, show you the wait lists that you are on, and delete your account. Only Metro can delete or add you as a
Sponsor.

My Account

® N

L

ChangePassword  Delete My Account

*

‘Vanpool Wait Lists
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