OC Vanpool User Guide
TheOrange County Transportation Authority (OGAglomesyouto the OC VanpodiNE 3 NJ Y & LdQa
to share the rid¢o work every day while saving moraydtime and reducing stresd personal vehicle miles.

OCTA is a Federal Transit Administration (FTA) grant recipient of funding from the Urbanized Area Formula Progran
This fundings the basis for the $400.00 montidubsidy we provide to eligible vanpools in the OC Vanpool Program.

To remain eligible for this funding, OCTA is required to submit data monthly and annually to the National Transit
DatabaseMost of the data required for these reports is derived frora tlanpool groupsOntime, accurate
reportingis necessary for the success @& tBC Vanpodrogram.

Whenyou qualify for the OC Vanpool Prograrms important that you continue to do your part to receive the $400
monthly vanpool subsidy. All vanpgwbups participating in the OC Vanpool Program are required to report
passenger trips and vanpool expenses by tiedHy of each month.

To begin, log in tbttps://vanpools.octa.net/ We recommendhat you log in using one of the following compatible
webo N2 64 SNE Y 2AYyR264& LYGSNYySG 9ELX 2NBNJ +SNBEAZ2Y y 2|
Chrome or Firefox. If you are compigtthe monthlyreporting from a mobile device, please ensure the device is
updatedwith the most recent operating platform.
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1. How to apply for the OC Vanpool Program

STEP ONE

Please open the following linkttps://vanpools.octa.net/

OCVANPOOL OCvANPOOL

Createan Sign In & - Create an OC
Account | A g Vanpool Account

OCvANPOOL  =ov

STEP TWO

Check your email inbox or spam folf@aryour account

activationemal. It contains a link to createpmssword ,

for your OC Vanpool Account. M {
\

Account Activation

STEP THREE
Click on the activation link provided in the email and create your password. It must be at least 8 characters long and
contain at least two letters, one number, and one symbol.

Account Created

OC VANPOOL o N,

Thank you for registering with our ridematching service and for exploring your commuting
choices for getting to work. By sharing the ride, you spend less on gas, save the environment
and have more money for other things!

You have just created a new registration in our database. To activate your account, you must
seta password. Once you successfully do so, you will be logged in.

P Set your Password and Activate your Account

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

If you have questions, you may visit our contact page.

Thanks again!

OC Vanpool is a semice ofthe

Orange County Transportation Authority
550 S. Main Street, Orange, CA 92868
Phone: 714-560-5588

Email: vanpool@octa net

If you no longer wish to receive emails from OC Vanpool you can unsubscribe.
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STEP FOUR

Fill out the information for your profile.

21 Profile My Profile

Home Address (no PO boxes)

Return

My Profile
®

Work Location

ur employer’s name and address. Select
7 not found just enter the address

Test Company

Address Home Address will be confidential 1234 Plneiree
Orange 92840
Charlie Coordinator 123 Appletree Apt/Unit
Work Start Time Work End Time
charliecoordinator@gmailcom Orange CA v Q2840 800 AM 500PM
123-456-7890
—O €9 s
Fill out the information for your vanpool.
. 2016
Vanpool General Information \
Vanpool Schedule
Vanpool Driver Name
Charlie Coordinator
Arrive Time
Vehicle Leasing Vendor
Enterprise M Arive Time
Date of First Ride (enter the first date the
group willride to work in the vanpool) Operating Days.
1/15/2020 S @M @T- @QWd @Tu @Fr Sat
Vehicle Size (Total Seats including Driver)
S Use this area to P! details about your le. including
7 - the day and any other information
= Sl — D
30f6
[ anpo al cessfully saved ] Add a Stop *
Route Name

) T=ct Passenger

{* Tip You can give

Origin - Address from where the driver starts the van (home. Park and Ride lot. etc)

123 Apple Tree, Orange. CA 92840 Address

Test Pick-up P
Work Address (last stop/driver exits) sl Ticeup Dﬂl

each stop a name to
give the address more
context (e.g. Vons on

1234 Test Company. Orange, CA 92840
Pick-up or Drop-off on Route from Home to Work

Pick-up (Riders get on)

Additional Pick-up and Drop-off Stops

Magnolia St. and Atlant
Ave., 711 on Bristol and
W MacArthur Blvd).

Close m—
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Vanpool Passenger List

Name / Email Status

Confirm Vanpool Route

Please review the vanpool origin, stops, destination, and route shown below. If
everything looks correct then click on the *Confirm’ button Otherwise click on the
"Return to Route and Stops' button to revise the vanpool locations. You may adjust the
stops by dragging them to newlocations, and the route between the stops by dragging Edit this member
the route line

Riana Dark tullerton  Placenua 0 g
¥ Anaheim &
CATINUM

)

Prnmary Reporter

ra

nitos Stanton fit pancates . &
® HEEH il
Westminster g Gt
Silverado
Midway City Santa Ana 11in @) limestins
Canyon
[EACK  jooLOENWEST Begionallark
Fountain o} R Modjeska
Valley . ] Canyon
v @
Irvine Whiting Ranch
/ ® iting Ranc!
o @ Wilderess
Huntington Costa Mes: Bk
Beach SrEcTROM
ROCK center - Lake Forest Rancho
Marg:
) 9
Newport NEWPORT
Beach CERTER Laguns =
N7 Woods ©
GEL MAR Mission Viejo  cotc
Crystal Cove
State Park
Aliso Viejo 1
) @ °
LaderaR o=
Laguna Beach
Laguna Niguel M e
ol G
Google Mspdis 22020 Termsoflse Reporamaperor

Go Back to Route and Stops [___________ 4 Confirmand Continue

Vanpool Member Information 50f6
Vanpool Passenger List
asseENger
Name / Email Status
:“ N“ e Charlie Coordinator Coordinator

celine-tran@outlook com

Edit this member

Passenger John Participation Agreement Signed
thuanhau714@yahoo.com
Vanpool Join Date
1/16/2020 Edit this member
Passenger Patricia Reporter
Select a Pick-up Stop mcconnelitracy73@yahoocom  Participation Agreement Not Yet
3 J Signed
- Edit this member
Select a Drop-off Stop Passenger Patrick Participation Agreement Not Yet
= ; e scollins@octanet Signed
Edit this member
Employer
Test Company] Passenger Pete Participation Agreement Not Yet et
B TT TG boylesandy56@gmailcom Signed

@2 This person will be a Reporter
Edit this member

Add new member to vanpool

Save and Go Back [ Saveand Continue

Save and Add Another

STEP SIX

Once you have filled out your profile, vanpool general information, and added all your passengers, carefully review
your application beforeubmitting. Please note that once your application is submitted, you are not permitted to go
back to make any changes or updates. When you have reviewed all information for accuracy, you are ready to submi
your application.
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Vanpool Participation Agreement

You are being asked to read and sign this agreement because you are a member of
s vanpool.

th
YO1395 - Colin Tran ° Thank you!
4 our OC Vanpool Vanpool Apy

Charlie Coordinator

Application Status

V01395 - Celine Tran

e \ /s Ente

Status: Application Submitted, confirmed by participants, and awaiting review by
the Leasing Vendor and OC Vanpool

Passenger List
Participant Sgnature

Name / Email Status

Participation Agreement Signed

C : Coordinator

Participation Agreement Signed

Participation Agreement Signed

nrae Dabe i Agreement Signed
Once all of your passengehave signed

the participant agreement gcline, OC
If you need assistance, please email Vanpool staff will review your applicatior

vanpool@octa.net or call 78605588

Agreement Signed

Please log into your account periodically
to check the status of your application.

2. Monthly Reporting Requirements.

Tobe considered for thenonthly OC Vanpool subsidy, you must submit an accoratehly reportwhich includes

reportingthe monthend odometer miles, passengédership and vamool expenses such as fuel, van wash, tolls,

and parking expenseikat occurred during the month L 2dzNJ @F yLI22f Qa NBLER NI Aa

and must be submitted ohttps://ocvanpool.rideproweltomor on the OC Vanpool mobile applicatimnthe 10"

day of each month. (i.e.July report is due on August™0

A. Report activity from the first day of your commute in the paal and forward. For example, if youwrehicleis
delivered on July'Bbut the first day you and your group began vanpooling was Yuthéh begin reporting
your passenger tripgnd expenses beginniog July 7.

ImportantTips

Adding New| When addhg a new passengean email will be sent to that person with instructions for crea
Passenger | an account or signing intbttps://ocvanpool.rideprotweb.conto review and sign an onlin
Participation Agreement. Make sure that thegeasyer has the address of where they are boar«
the vanpool and the address of their destination.

Updates If there areANYchanges, update them before you beginew monthly report.

SaveYour C A Sele Ridership Sa@ ancContinué to save ridership entries or else your entries will
Work lost.

Odometer | On the last dapf your commute each month, recortie odometer readingto complete your
Reading monthly report.
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3. Signing into the Monthly Reporting Module.

Please open the following lifktps://ocvanpool.rideproweb.com/

- Sign |
Having issues with this portal? Please download
Createan Signin our new vanpool mobile app to do your monthly
Account report: iPhone / Android
— charliecoordinator@gmail.com

v Tip If you forget your-
password clickorgot
Passwordind you will be
emailed a link to create &
new password.

4. Creating a New Monthly RepoC Vanpool recommends you not create a new monthly report until the prior
Y2Y(GKQ&a NBLRZ NI Tolfird ardeSiSig Mantaty Repdrt{icciRPird Reportab, search fotthe
month you want to report for, and cliédit

m VANPOOL SWITCH ROLES HOME MY VANPOOL MY ACCOUNT FIND REPORT NEW REPORT HELP
New Monthly Report
V01395 - Charlie Coordinator
Once you are signed in, you s update
will first see thedNew
Monthly Report page where o Tﬁfik;d;\uf. .
youverify and confirm your Operating By Mo Tue Ve 1ot Fr
— Update Schedule

schedule andoute before ° ot

) ) oute
Creatlng yOUf flrSt report Origin — Destination: 23.36 mi

Destination — Origin: 22.91 mi

Update Route

A. Each time a new report is created, you are required to verify the accuracy of the v8chedule,
Route, and Passenger List any of this information has changed, update these sections by clicking the
blue Update link beneath each section. S8ectim 8 ¢ Updating Vanpool Informatiofor further
information.

Importantc If there are ANY changes, update them before you begin logging information into your new
monthly report.

Readhe statement y R dzLJ2y O2y T A Naonfiirh 2/ ZE DK S O] G(KS a
Selecthe Reporting Month and Year of the report you are creating.

ClickCreate

Cow
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5. Completing a Monthly Repoi@eginning on the first day you and your passengers commute in the vanpool,
track and log your daily passenger trips (the actual rides taken by the passengers each day) and vanpoo
expenses incurred (i.e. fuel, washes, tolls, parkivgi must also entgrour vans ending odometer reading
at the end of each monthThis section will describe the steps for creating, completing, and subryiting
OC Vanpool monthly report.

A. Reporting Rdershipg From the Monthly Ridership Calendar, the current day widysvbe highlighted
in pale yellow. Each day that has a completed ridership report will be shaded green. Click on the day
you want to log passenger ridgeu will be directed to thB®aily Ridershiform.

Ridership for Tuesday 3/3/2020 @ Tip To view your Monthly

Vanpoct Vorags - Chane cooenaer Ridership Calendar at any time, click
- ' the éMonth Vievé button toward the
Travel Time to Work (minutes) Travel Time from Work (minutes) bOttom Of the Dally Rldel’ShIp form

-E-A-:-fc'-‘n::eL:-‘»z'::'rk-m les) [‘:--;.-ta":e from Work (miles Once you are done COmpletlng the
536 reporting for the dayO f ASeve and
Continuep ¢

Name Rode In / Out

If you are reporting at montend and
you have finished logging all your dai
passenger trip) f AMOrith View
and thenclick® at the bottom of the
calendar to move to the next section
of the reporting process.

Month View

Begin logging your passenger trips starting on the first day of your vanpool com@imtek thebuttonsfor each
ride a passengetook to workand from work for the day.

B. Expenses This section i®r entering althe expenses incurred during the month, such as fuel, van wash,
tolls, and parking. Enter expenses as noted below, even if your employer paid for some or all the

expenses.
a. Select theExpense Typenter theQuantity, Total Costand cliclAdd
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Expenses for March 2020

Vanpool: VO1395 - Charlie Coordinator
anpool expense for the month. Enter 1" for quantity for all expenses except fuel

Expense Type

Fuel Expense Type Quantity Total Cost Comments

Cleaning v, 5 —

Tolls / 0 0 J

Parking

g other

RITH . My Expenses
:@1 TIFI For a” Other expense Expense Type Quantity Total Cost Comments
aside from fuel, identify at | % e
¢ Stad b oamé A
you may proceed. —

b. Comments; you may add any comments you believe may be of assistance OC Vanpool regarding
the expense type.

c. If you made an entry errpclickDeleteto remove the entry and renter the expense (the system
does not have the ability to edit an entry once it has been saved).

d. Once you have entered all ydexpense$or the current reporting month, continue by click®3

You may enter a monthly total for eachEndpense categoigcurred during the report month or enter the expenses
individually for each type of expense. For example, if during the month you purchased a total of 250 gallons of fuel
and spent a total of $800, this can be reported as one entry. Or, you can acditefuel purchase individually as

they occur during the report month.

C. Vehicleg; In this section you will confiryour vehicle information. The system will display the year,
make, model, leasing vendor, vehicle ID and number of seats in your vegipiold. The start and end
day and your starting odometer will be grepulated. You will be required to enter yownding
odometer reading The ending odometer reading should be taken wtienvehicleis parked at the
home endon the last commute day of the month

Fdivenide . Ending Odometer for March 2020
o e Vanpool: V01395 - Charlie Coordinator

Click Edit and enter the ending odometer for the month. If the vehicle

End Date Start / End
Start / End Odometer
Date (Miles)

Vehicle

If you had more than one vehicle assigned to you during a reporting month, you only need to complete this
information for the vehicle that was in your possession on the last day of the report month. Ifahisioegs NOT

show the vanpool vehicle currently assigned to you,\anifwere assigned a new or loaner vehicle on the last day

of the reporting month, pleasemailvanpool@octa.net

a. Starting Odometeg Confirm you starting odometer. Youtarting Odometewill be automatically
pre-populatedS I OK Y2y 0K ¢ A (i EndingdGlonetddh 2 NJ Y2y 1 KQa

b. Ending Odometer Complete this section by enteritige Ending Odometesf the vehicle at the time
the vehicle is parked on the last day of the reporting month at the home end.
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D. Submitg If all Passenger Trips, Expenses, and Vehicle information haseepeeed and verifiedthe
final section of the monthly report will he confirm the number of vehicles used during the reporting
month and to confirm that the report information is complete and accurate.
a. Commentsg You may enter any pertinent information, comments or concerns you wish to share

with OC Vanpool about thisporting month, such as information regarding a vehicle change during
the period.

——) ) "=

—) @) | i that my passenger correct. and that no additions or deletions need 1o be made. All information in this repart is complat

— @D

b. wSI R (KS RkCohfilmStia$ giyii vanpool report is corkect YR OKSO1 GKS

confirmation. Before you click submit, u£ to review your entries carefully and edit if necessary.
Important¢ Once submitted, your report will be locked for review and you will not be able to make
further changes.
If youreceive arerror messages and the System is unable to submit your reyease correct the
errors noted.If you are having trouble correcting the errors, or if you submitted the report and then
found that changes anequired, contact OC Vanpool toapen your report.

i. contact OCTA atanpool@octa.nebr 714560-5588.

ii. After correcting any errors, cliSubmit
Congratulations!You have submitted your OC Vanpool monthly vanpool report. You will receive an
email from OC Vanpool confirming receipthe report. The OC Vanpool will review your report
and if necessary, may contact you or your Reporter(s) with questions.

6. Expanded Report Menu (Side Bar Merith)eReport Menwcan be found on the top left corner of the pagais
expanded side bar menu allows you to easily move through each of the reporting sections, where you can
search/find a monthly reportcomplete the various sections, submit your monthly report, and aapdgsk links
to Update Your VanpoahdRider Search

T

A. Find Report Allows you to search for a submitted or pending monthly report.
{StSOG axASgé¢ (2 NBOASHG || LINBGA2dzaf @
OdZNNBy i Y2y (iKQa NBLR2NIL P

B. Ridershipg Directs you to the current Ridership month calendar, where you
can select a day and add which riders rode the vanpool to and from work.

C. Expenses Track and enter the out of pocket expenses the vanpool incurred
during the month, such as fuel, cleaninglstobr parking.

D. Ending Odometec 9 y i SNJ @ 2 dzNJ 9SKA Of SQa SyRAy3

report each month

Submitg Confirm and submit your monthly report.

Update My Vanpoaot Update your Route, Schedule and/or current list of

passengers.

G. Rider Searcly Use this to search for interested vanpool riders near your
vanpool route.

H. Desktop View Provides a monthly view for reporting Passenger rides.

nm
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7. OC Vanpool Payment of the Mbly Subsidy OC Vanpool staff will notify you by email if you do not qualify for

the OC Vanpool subsidihe OC Vanpodubsidywill appear on the invoice you receive from yoanpool
provider.
Need AssistanoePlease emailanpool@octa.nebr call 7145605588

Updating Vanpool Informatiorkeeping your vanpool information tgpdateis o »rvweeen seoms vaccont v
necessargasit mayaffect your monthly reportSomeupdatesto your vanpool
may require review and approval by your vanpool provider and OCTA p My Account
the new information being active and populating your monthly repdrhis

includes: (1(!1) ‘ i

A. Coordinator andReporter Contactinformation ¢ To update contact
information, employer address, or other profifdormation, clickMy
Accountand then theMy Profileicon. After you make the necessary
changes, clickone

B. Vanpool ScheduleQick My Vanpooknd then theSchedulecon. You
can also update the days of the week the vanpool operates or any
variances your vanpool may have from week to week.

C. Pickup and Dropoff Locations or Adding a New Locatioﬁ:lickm
Vanpooknd then theRouteicon whenthere are changes to existing or
new locations where passengers boardire dropped off.

D. Passengers JoiningLeavinghe vanpook, To addor deletepass@\
to your vanpool, clicMy Vanpoohnd then thePassenger Ligton. Add
the passengdl Bame, email, vanpool join date, and pigkdrop-o
locations.

E. Update Vanpool Member Informatiom Update information or
authorize a vanpool member to report by clickmyg Vanpoolbon the

primary navigation bar and tiRassenger Ligton:
a. Coordinator¢ OC Vanpool requires that the Coordinator be the

My Profile Change Password

individual Primary Reporter responsible for the application and the overall vanpool responsibilities.
There is only one Coordinator allowed per vanpool. To change the approved Coordinatarstyou
contact your vanpool provider as describe@attion dhelow.

Primary ReportéAdditional Reporter(sy The Primary Reporter is responsible for completing the
monthly report each month. At any time, you can designate an additional Reporter(s)pieteo

and submit the monthly report. To designate a Reporter(s), Ntytdanpoobhnd selecPassenger

List Sroll to the member name and seldeditthis member Sroll below Employeandtap the

OK S O Y NJhis ®etsonivallbeRéportet andclickSave There is no limit to the number

of Reporters a vanpool can have.

Note: if there are any changes to your vanpool, complete the changes as indicated above before you start your
monthly report because it will impact the data that you sudimidCTA.

9. Changes to Your Van Provider Use Agreenmémre are a couple of scenarios where ydse Agreemennay

change with your vanpool providewWhen there isa change to your vehiglenileage cap, or monthly fegour
vanpool provider will makidose changes directly to OC Vanpool. These types of changes may include:
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