OC VANPOOL

Guide for Employers

As an employer sponsor of vanpools at your worksite, this guide provides step-by-step instructions to use the new OC
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 OC Vanpool website. If
you don’t have an account at Ridematch.info follow the create a password instruction on page 3.

All OC Vanpool Applications and Participant Agreements will be done on-line. The OC 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 OC Vanpool website, you will need an account.
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Creating a Password

Please open this link to sign into your account:

https://vanpools.octa.net/

If you have an existing account with Ridematch.info. sign into the OC Vanpool account
with the same email address and the password you use for RideMatch.info.

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

If you don’t have an existing account at RideMatch.info, then create a password for the new

OC Vanpool website.

Enter the email that you use with OC Vanpool, click “I’'m not a robot,” and

click Send.

You will receive an email and to Set your password. When creating a new
password, it is acceptable to reuse the password you used in the prior OC
Vanpool website. Each time you sign in, you will enter your email and

password.

Account Activation

You will receive an email shortly with instructions
that describe how to set your password. If the
message doesn't appear in your inbox, please
check your spam or junk folder.

You may now close this web browser
the tab associated with this web page

Rideshare Password Recovery Request
Gerting 100 much email? Unsubseribe | Manage subseriptions
o OCTA Vanpool Test Web Site <noreply@ridematch.info>

Fri 5/1/2020 10:10 AM

You

OC VANPOOL

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

Please proceed fo the web page below to sel your new password and log in

I s ;o osssiord

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

Having issues with this portal? Please download
our new vanpool mobile app to do your monthly
report: iPhone / Android

charliecoord nato’égn‘a'tconﬂ

— | T

Forgot Password?

Need an account? MOCEICEQPNLGLI

Reset Password

Enter the emall address assoclated with your OC
Vanpool account, and we'll send you a link to
reset your password

— charliecoordinator@octanet

9 6 5 -

OC Vanpool s a service of the

Orange County Transportation Authority
550 5. Main Strest, Orange, CA 82808
Phane: 714-550-5688

Email: vanpoci@octa.net

f you no longer wish ta receive emils from OC Vanpoal you can unsubscribe.

Vv Imnota robot

Create a password

Passwords must be at least eight characters
long and contain a combination of at least one
letter. one number and one special character.

Passw st be at least 8 characters long
contain at least two letters. one digit and one symbo

—

l

|
A
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https://vanpools.octa.net/

Sponsor Role
When you sign-in for the first time, you will see the Commuter Activity page. This is currently the Desktop View. To 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.

 ome v | comuter v | Comperies v [vaponav | rorsv | [SISUANEISIRH |
Vanpools ¥ | Account ¥

Commuter Activity

Start Date [B13/2018 End Date [51312020 ThMA: [Entire Dstsbase ¥ Company Code o Requery Data
Vanpool Matches - Most recent 14 days Commuter Count - Up to most recent 12 months
Staff —— Web Total —e— Active for Matching
10 G600
Ridership Reports
05 450
o
H k: Vanpool Route/Roster/Search
2 00 3 300
15} g
= 1
k]
0.5 150
o ‘ Route - Passenger List - Rider Search  Mobile View
B a® ad D a® a0 62019 10/2019 122019 2/2020  4/2020
ISR LUl S\ Lo, s Ly L o1
R A - R - \
Mzich Typs: [Vanpool v Requery Data

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.

OCVANPOOL  SWTCHROLES  HOME  MYACCOUNT FINDREPORT —NEWREPORT  HELP e

Find a Monthly Report

Vanpool Code

You can also access the Desktop View by hovering over the Switch Roles tab and selecting Sponsor.

m VAN POO L SWITCH ROLES HOME MY ACCOUNT  FINDREPORT  NEWREPORT  HELP o

! Find a Monthly Report
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This is the Desktop View where you can access all your vanpools and complete monthly reports.

o et OCvaneooL
EZILECLEN N Moniny Report Raport. ol - Passenger - Rider Search MoleView

Find a Monthly Ridership Report

To search for a monthly ridership legs that you

\fanpool Codel/Approval ID: ? have already started, enter search criteria below
ThA: T v and then dlick the search button.
i . If you have not already started the log for the
L Wendor: — Al — v
easng vendor A maonth and year, dick "New Monthly Report” in
Start Monih / Year: January v |[2020 ¥ the menu above.
End Month / Year: December ¥ |[2020 ¥
Search

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.

[Vanpooe v | Account v | OC VANPOOL
[ oy g [ T e [T R

Vanpool Ridership Reports

Report Type: Ridership Summary h J _, A Ridership Summary Report is a condensed
“ Vanpool Code Start/ End: |WO1070 ¥ |[VO11E7 ¥ ‘E listing of vanpool ridership data. For every
i ' - - vanpool route selected, the route code, contact
Start Month [ Year Apri ¥ /l2020 ¥ name and vendor are identfizd. The vehicle
End Manth | Year: ol v |[z020 ¥ azsigned st the and of tha resorting paricd is
Th: — A= ¥ identified, and = summary of trip counts is
. included.
Leasing Vendor: - All - v
S — e L Cnly vangeal routes that have started a manthly
All Days days ridarship report will be included in the listing of
¥ Selact only closed reports individual routes.
Start Close Date: 4112020 Closad reports refer to monthly vanpood ridership
— logs which are closed for editing. If you select
End Close Date: 552020 only closed raparts, you will nesd to provida the
Output Fermat ® EXCELXLSX O EXCEL O FOF range of dates when the reparts were closed. To
! get 3l reporis for a reporting period, select the
Submit first day of the first month as the beginning, and

You can sign out from Desktop View by clicking the Account tab and selecting Sign Out.
OC VAN F’DDLI

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.

e D L I O 00|

Commuter Activity

Start Date 6132010 End Date 5132020 TMA: [Eniire Database ¥ | Company Code: a Requery Data
Home ¥ | Commuters ¥ | Comp
Vanpool Matches - Most recent 14 days Commuter Count - Up to most recent 12 months
Staff == \Web Total == Active for Malching
10 600
1 Vanpool Sponsor Home
0s 450
&
P
2 £
g 00 E 300
5 £
= 3
o
-0.5 150
—_—————— . ., .
-1.0
B® D D D D R 62019  10/2019 1272019  2/2020  4/2020
o S L Ly r:'-“'\ﬁb

Mstch Typ: [Vanpool v Requery Data
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Click the Vanpools tab and select Ridership from the drop-down menu.

—

Vanpools ¥ | Account ¥

Routes

Ridership

Ridership Reports

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.

Find a Monthly Ridership Report

To search for a monthly ridership logs that you
Vanpool Code/Approval ID:

have already started, enter search critenia below
and then click the search button.

TMA: — Al - v
T If you have not already started the log for the
Leasing Vendor. Al v month and year, click "New Monthly Report” in
Start Month / Year: March v |[2020 ¥ the menu above.
End Month / Year: April ¥|[2020 ¥
Search
Displaying 1 to 7 out of 7 total results T
Vanpool Code/Name Month/Year Coordinator Opened Closed
View V01071 - A1286 - City of Mar 2020 Shan Lewis shanl@ci garden-grove.ca.us shanl@ci_garden-grove.ca.us
Garden Grove - Shan Lewis shanl@ci.garden-grove.ca.us 4/20/2020 2.03 PM 412012020 3:11 PM
View YO1184 - A1336 - City of Garden  pyor 5050 Andrew Omelas omelasags@gmail.com lianek@ci.garden-grove.ca.us
Grove - Andrew Omelas omelasag5@gmail com 4/20/2020 313 PM 5/4/2020 8:55 AM
View V01185 - A1337 - City of Garden Mar 2020 Celestine Pasillas celp@ci.garden-grove. ca.us celp@ci.garden-grove.ca us
Grove - Celestino Pasillas celp@ci.garden-grove ca us 4/20/2020 3:47 PM 412012020 4:02 PM
View VO1186-A1338- City of Garden o 5009 Joshua Arionus josha@ci garden-grove.ca.us josha@ci garden-grove.ca.us
Grove - Joghua Arionus josha@ci.garden-grove.ca.us 4/20/2020 4.03 PM 4/20/2020 4:16 PM
View VO1187 - A1339 - City of Garden Mar 2020 Alejandro Valenzuela Sr. alexgg9003@icloud.com alexgg9003@icloud.com
Grove - Alejandro Valenzuela Sr alexag9003@icloud.com 4/20/2020 4:17 PM 4/20/2020 4:32 PM
Edit V01071 - A1286 - City of Apr2020 Shan Lewis celinetrani 9@amail com
Garden Grove - Shan Lewis shanl@ci.garden-grove.ca.us 4/20/2020 3:16 PM
Edit V01184 - A1336 - City of Garden Apr 2020 Andrew Omelas celinetran19@gmail.com
Grove - Andrew Omelas omelasag5@gmail.com 4/20/2020 317 PM

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.
Find Monthly Report

V01184 - City of Garden Grove - Andrew Ornelas
Monthly Report for VO1184 - Apr 2020
. For each vehicle that was used by this vanpool group, you must enter the starting and ending days and odometer readings during the month for this report.

If a vehicle used by this vanpool group in this month is not seen in the list below, please contact us right away.
If you came to the page because the odometer readings were incomplete, and you have corrected this, click "save” below - then select "submit” above to retry

lOC vANPOOL

the submittal.
Assigned Vehicles
Year Make Model Leasing Vendor VehiclelD Seats StartDay EndDay Start Odometer End Odometer Miles
2018 NIis C2500 ENTNTD 7aPswe 7 1v £ EW.O mi 0.0 mi
Save Next

/

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

vanpools OC VANPOOL

V01184 - City of Garden Grove - Andrew Ornelas
Monthly Report for VO1184 - Apr 2020

0 Vehicle usage was successfully saved

Far each vehicle that was used by this vanpool group. you must enter the starfing and ending days and odometer raadings during the manih for this repart.
If 3 vehicle usad by this vanpool group in this month is not s2en in the list below, please contact us right sway.
If you came to the page because the odomater readings were incompiete. and you have eorm k "save” below - then sa
the submittal.

Assigned Vehicles

£t "submit” above to retry

Year Make Model LeasingVendor Vehicle|D Seats StartDay EndDay Start Odometer End Odometer Miles
2018 NIS C2500 ENTNTD TQPSWS T 1.7 oY E1D_D mi 2006.0 mi 1408.0

Save Next

/
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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 I, O C - PooL|
* Find Manthly Report
01395 = 00 | |

Ridership

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 Codes
’:nbou nd

X Mot in Vanpool

0O Outbound 2 Round Trip H Holiday D Did Not Ride Group
F SaSuM T WRF SaSuMT WRF SaSuMT WRF SaSuM T WR F S5aSu
Name Role City/ State /Zip 123456 7 8 9 10111213 14 15 16 17 18 19 20 21 22 73 24 25 26 27 28 29 30 31
Set everyone on this day tothe code you emter [ /" |[ [ |[ || LA T
Chafle piger orange,caszses “2)P B RIRJRIZIRIT I

Passenger John Rider

Tracy McConnell  Rider

Long Beach, CA
90815

Garden Grove, CA

Passenger .

Patricia Rider CA

Passenger Palrick  Rider 000 Beach, CA
Save || Next |

7

e

(2] 78 o221~ N

gIp PRI rrrrerrrrrrerrrrrrrir
IR R ErrrrrErErrrrrrErrrrrree

RIBP IR I rrrrerrrrrrrr

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.

N e I C /-1 FOOL

@ Monthly ridership data was successfully saved.

24

3

25

Travel Time/Distance for May 2020

Tue

26

Wed

20

27

- Time/Distance Data Saved on This Date

Thu

21

28

- No Trips on This Date

Fri
1

22

29

Sat
2

23

30
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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.

OCvaneool
Ere e
hionthi Beport Sor KOIARL Ane 070,

@ Expense has been added

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

New Expense-

Expense Ty Quantity Total Cost Comments
ﬁ ] o | Add
g
v
My Expenses
Expense Type Quantity Total Cost Comments
Fuel GA - Gasoline 85.00 5328.32 Delete
Ea\re Neal

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.

\_MQO_LI

Click the submit button below to confirm that your

Comments: oy
" have comectly entered al required ridership data.

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

fyou have net completed your data entry, or wish
to chack it for comesiness, you may use the menu
above to navigate to pravious steps.

Thank yeu for your cooperation!

® The same vehicle was used for this entire reporting period.
© Multiple vahicles were used during the course of this reporting pariad.

/ ¥ | canfimm that my passengsr list is carmest. and that no additions or deletions nesd ta be made. All infarmation in this repart is complate and comect.

Entered / celinetran1e@gmail.com Not Closed

4/20/2020 317 PM
Edited: lianskiBc: garden-grave.ca.us
552020 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.

Ww OC VANP
ICID DLl Mew Monthly Report  Reports  Route - Passenger List- Rider Search  Mobie View

. Your April 2020 repaort for route V01184 was successfully submitted. Thank you!
/ Find a Monthly Ridership Report

To search for a monthly ridership logs that you

anpool CodelApproval 1D: l:l 2 have already started, enter search criteria balow
ThA: Al v and then click the search bution.
- . If you have not already started the log for the
L iendor: — Al — v
=3sing n- _Dr [ | month and year, click "New Monthly Report” in
Start Manth / Year: 2020 ¥ the menu above.
End Month / Yaar: 2020 ¥

8|Page



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

Find Monthly
0 Your April
Find a Moriiake

To zearch

Wanpool fdeApproval ID: ? hawve alrea

Thid: — All — v and then ¢

Leasing “endor: — All — v If you hawe

B month and

Start Morth / Year: March ¥ ||[z0z0 ¥ the menu
End Manth { Year: Apri v [|20z20 ¥

Search

How to Create a New Report in the Desktop View

If you are in the Mobile View and would like to transfer to the Desktop View, hover over the Switch Roles tab and select
Sponsor. By selecting the Sponsor Role, you will access the Desktop View.

OCVANPOOL  SWITCHROLES ~ HOME MYACCOUNT  FINDREPORT ~ NEWREPORT  HELP

7 Find a Monthly Report
Vanpool Code
If you are already in the Desktop View, click the Vanpools tab and select Ridership from Vanpools ¥ | Account ¥

the drop-down menu.

— [ 17T

Ridership Reporis

Vanpool Route/Roster’Search

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.

L.ommuters v Vanpools v m VANPOOL
EEITIDLETN Reports  Route -Passenger List - Rider Search  Mobile View
Open a New

hly Rldershlp Report

Select the month in which the vanpool with begin receiving the subsidy. ‘"'I," Before assigning a vehicle, a New Monthly

2 Ridership Report must be created.
Month / Year: April ¥ || 2020 ¥

Select the Vanpool ID from the dropdown that you
Vanpool — Select — b are assigning the vehicle to and the Month/Year
for when the subsidy will begin.

-- Select --

V01070 - City of Garden Grove - Ronald Doscher

9|Page



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.

Vanpools ¥ | Account ¥

IOC VANPOOL

, For each vehicle that was used by this vanpool group, you must enter the starting and ending days and cdometer readings during the month for this report.
£ Iiavehicle used by this vanpool group in this month is not seen in the list below, please contact us right away.
If you came to the page because the odometer readings were incomplete, and you have corrected this, click "save” below - then select "submit” above to retry
the submittal

Assigned Vehicles

Year Make Model Leasing Vendor VehiclelD Seats StartDay EndDay Start Odometer End Odometer Miles
2018 NS C2500 ENTNTD TOPSWS T ] 5100 m 00 mi

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

==y OCvaneool

_

/ ‘ar. Foreach vehicle that was used by this vanpoal grous, you must anter the starting and ending days and odometer readings during tha month for this report.

" 72 venicle used by this vanpool graus in fris manth 5 ot seen i the list below, pease contact us Aght sway.
f you came to the page because the odomater readings were incomplete. and you have corected this, click "save” below - then select "submit” abave to ratry
the submittal.

Assigned Vehicles

Year Make Model LeasingVendor WehiclelD Sests StartDay EndDay StartOdometer  End Odometer Miles
2012 MIS  C2500 ENTNTD TQPEWE T [EA| 500 mi mi 14060
[ 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 I < .- |
i i | |

/(01395 harlie oordinato
Ridership

~t. Use the form below to record the daily ride code' for each commuter. -y
“?" 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 Codes
(;mwm 0 Outbound 2 Round Trip H Holiday D Did Not Ride ggﬁmwmml
F SasuMT WRF SaSuMT WRF SasuMT WRF SasuMT WR F Sasu
Name Role  City State/ Zip 123456 7 8 9 1011 1213 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
T T I e aggaarrrrrrrrrrrrrrrrrrrrrrir
Charlie

e Rider Orange,cAg2ses 2P P EZIRIZIRIRIE T rrrrrErrrrrrerrrrrrrr
Passenger John Rider Long Beach, CA ﬁ'ﬁ|_|_|_|_|_|_|_|_|_|_|_|_|_|_|_|_|_|_|_|_|_|_|_

90815
Tracy McConnell  Rider GardenGrove,CA  R|P P RIRIZIRIZICE T rrrrrrrrrrrrrrrrrre
passenger Rider CA IPFPRIRIIIZIEFE e rrrErrrrrer
Rt L SN-3  afaa[eal[ea e e e e e e e e e e e
[ save || Next |

7/
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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.

R I O - OO

© Monthly 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 ) 6 7 a 9
10 " 12 13 14 15 16
7 13 19 20 21 22 23
24 25 26 27 28 29 30

Kl

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.

I e N, OC v ANPOOL]

@ Expense has been added

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

New Expense-
Expense Ty Quantity Total Cost Comments
ﬁ ] o | Add
g
v
My Expenses
Expense Type Quantity Total Cost Comments
Fuel GA - Gasoline: 85.00 32832 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.

11 |Page



\wm

c fs: A Ciick the submit button below to confirm that your
- ¥ have correclly entered all required ridership data.

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

If you have not completed your data entry. or wish
to'chack i for corectnass, you may use the menu
above to navigate to pravious steps.

Thank yeu for your cooperation!

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

/v | confim that my passengsr st is cermest, and that no addifions o delefions nead to be mads. All information in this report is camplete and comect.

Submit
Entered celinetran 18@gmail com Not Closed

4/20/2020 2:17 PM
Editzd: lianekigei garden-grave.ca.us
5/5/2020 454 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.

WW OC VANP
[ETICTCITTo0d New Monthiy Reporl  Reports - Roule - Passenger List- Rider Search  MobleView

I “our April 2020 report for route WO 1184 was successfully submilted. Thank you!
Find a Monthly Ridership Repaort

~at.  ToOsearch for a monthly ridership logs that you
“anpool CodelApproval [D: ? nave slready started, enter search criteria below

ThA: — Al - 3 and than click the search bution.

- . If you have not already started the log for the
L vendar: —All- v e Y g
2asing vendar Al month and year, click "Mew Monthly Report” in

Start Maonth / ear: March ¥ ||2020 ¥ the menu above.
End Month [ fear: 2020 ¥
Search

7

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

Account v

Find a Mo —
Uanp:-Me'.ﬁ.p:-mal 1o & havealres
TMA: — Al - v =ne then o
Leasing Vendor: — Al - T If you have

B month and
Start Month / ear: March ¥ || 2020 ¥ the menu
End Month # ear: Apri ¥ |[2020 ¥

Search
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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.

I e e A 5 . 1701 |

Commuter Activity

StanDate [§132018 | EraDae (5122020 | Tua: [Sntrs Damsse W] Company Cose D) [ RaqusryDsts

Vanpool Matches - Most recent 14 days Commuter Count - Up to most recent 12 months.
Stafl  — Web Total == Active for Matching

Home ¥ | Commuters ¥ | Comp

Matchas
Commuters

[ P S,

0
o000 O Jq,ﬁigxxz'ﬁ(’ 62018 102019 1212019 22020 412020
A N B g gt e

Msten Tyze:[Vargeel v | Requery Dats

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.

C|ICk the drop—down menu under Vanp00| SWITCH ROLES HOME ~ MYVANPOOL ~ MYACCOUNT  FINDREPORT  NEWREPORT  HELP
Code to filter the search for a specific
vanpool. Find a Monthly Report
Vanpool Code
To view all vanpools, do not enter a vanpool V‘“‘”’)Dc’fme—
Sta
code. Monthly Reports can also be filtered
. re Start Month January M Start Year 2020 7 ne
for a specific month or a range of months. e T e— -
End Month December ™ End Year 2020

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

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 Code/MName Month/ Year

)  Vicw v 70 - City of Garden Grove = Jan 2020
- Renald Doscher

View Jan 2020

View rden Grove | Jan 2020
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STEP THREE - Edit a Monthly Report

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

CK:VANPOOL SWITCH ROLES HOME ~ MYWANPOOL — MYACCOUNT  FINDREPORT — NEWREPORT  HELP O;;,na.i" B
Vanpool Code
rt .
Find a Monthly Report v
Vanpool Code - S
B V01070
. B v V01071
Start Month January Start Year 2020 E
V01184
End Month December ¥ End Year 2020 ¥
- V01186
M sordinator Ope} V01187 ordir Clossd

Jan 202

onald D

o

=E Jan 2020 LI
e Jan 2020
View | WO1185 - City of Garden Grove - Celestina Pasillas Jan 2020
e | WiT11860 - City of ove - Joshua Anionus Jan 2020
Jan 2020
Mar 2020
—) - 1184 - Cit rove - Andrew Omelas 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
Vanpool V01184 - City of Garden Grove - Andrew Omelas
Sun Mon Tue Wed Thu Fii Sat
1 2 3 4 5 -]
—

1w 1 1z 4

B v | 1 20
7 25

» k2

— o
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Ridership for Monday 3/2/2020

Garden Grove - Andr elas

Vanpool V01184 - Cit

@ Tip: To view your Monthly
T ek ity vl T from Wk (o Ridership Calendar at any time, click
50 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 Rode In/ Out reporting for the day, click “Save and
Ty Continue.”

If you are reporting at month end and
you have finished logging all your daily

o o . s -
passenger trips, click “Month View

© o and then clickgat 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 OC 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 Ornelas

Expense Type

| 2ach vanpool expense for the month. Enter 1 for quantity for all expenses except fuel

Expensze Type Quantity tal Cost Comments

Fuel 0 ']
Cleaning &
Tolls

Parking
Other

My Expenses

Expense Type Quantity Total Cost Comments

:@" Tip: Enter “1” in :,;:%:l 1500 54904 Delete

quantity for all Fue
expenses except
Fuel. Fuel expenses ’
must include the X )
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 OC 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
OC Vanpool If you can’t correct the errors, or if you submitted the report and then found that changes are
required.

i. Contact OCTA at vanpool@octa.net or 714-560-5588.
ii. After correcting any errors, click Submit.

Submit March 2020

Vanpool: \
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How to Create a New Report in the Mobile View

mVAN POOL SWITCH ROLES HOME  MYACCOUNT  FINDREPORT  NEW REPORT  HELP

Click on New Report on the

menu bar to begin a new report. Report
Menu

Find a Monthly Report

Vanpool Code

v

Start Month January M Start Year 2020 7
End Month December ¥ End Year 2020 7
Results
Vanpool Code/Name Month/Year | Ccordinator Opened Closed

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.

JLES HOME  MYACCOUNT  FINDREPORT  NEWREPORT  HELP

VanpoolSelectlon Vanpool Selection

Please select the vanp

Please select the vanpool

nthly report for

N

STEP TWO — 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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——) ) -

—) Create 2 new report for May Y 20207

OCVANPOOL  SWITCHROLES ~ HOME MYACCOUNT FINDREPORT ~ NEWREPORT — HELP °

Report

Menu 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
Name Type Address
1 Route Origin Crigin 2555 N Tustin St. Orange, CA 92885
2 Pick up Passenger Patricia Pick-up University Drive and. CA-73. Irvine, CA g2617
3 Pick up Passenger Pete Pick-up University Drive and, CA-73. Irvine, CA g2617
4 Pick up Passenger John Pick-up University Drive and, CA-73, Irvine, CA g2617
5. Route Destination Destination 7301 Center Ave, Huntington Beach, CA 92847
%
Ao = Anaheim
Gardens @
Santiago Oaks.
Craress Dicosan batk s il
-]
Los Alamitos Stanton e pgh 1T Orange G
Park Acres. Tevine
@ Reglonal Pk
i Rossmoor REGORT El Modena
O] ﬁ‘).
g @ @) D)} Garden ey
]
LersuRe woRLL 5 (] North Tustin Santiag
saione “ulT) Westminster = Canyo
SI;Z’V'E(‘)E:;;II ® ARTESIA PILAR &
wWildlife lidway City Santa Ana
SeaiBeach e Tustin _ Loms Ridge
9
() @ e
SUNsET BEACH soroEuwE @
o o & wosTIWOOD ¥
e Aty A3 0]
S i -
9 )
Go-gle ar & Mipdafa ©2020 | Temsotuss
Passenger List
Update Passenger List
Name, Role Pick-up Drop-off
Charlie Coordinator, Rider. Coordinator
n. Rider
1ell. Rider

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
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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

[ owe
quantity for all / ca

expenses except Fuel. 0 ©

e. Comments —add any comments that may be of assistance OC 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. If the vehicle =d is not in this list, contact us right awa
Start # End
at the home end on _ Start / End Odometer
h |ast commute Vehicle Date (Miles)
the R —
—) 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@octa.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 OC
Vanpool to re-open your report at vanpool@octa.net or 714-560-5588. After correcting any errors, click Submit.

Congratulations! You have submitted your OC Vanpool monthly vanpool report. You will receive an email from OC Vanpool
confirming receipt of the report. OC 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

View, ) e e e
[ Find Verpoo [T "1 S S

Find a Vanpool g

Vanpool Code / Approval ID
/ Mame:

Vanpool TMA: OCTA ¥
Vanpool Sponsor MICROV ¥
Leasing Vendor: ENTNTD ¥
Vehicle ID:
Contact Name/Email:
Coordinator Name/Email:
Rider Name/Email:
Qrigin: Location, address, intersection, or postal code
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

|m Commuters ¥ | Companies ¥ | Vanpools ¥ | Account ¥

page.

Commuter Activity

Start Dste (671172018
Ridership

Vanpool Matches - Most recenill 3l e ml el =

Vanpool Route/Roster/Search

1.0
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R I R L M 7P ON S o s i 0 eors
|

| Find Varpoo! L0270

Find a Vanpool

Vanpool Code / Approval ID [V01395] ]

f Name:

Vanpool TMA: OCTA ¥
Vanpool Sponsor: GARDEN ¥
Leasing Vendor: ENTNTD ¥
Vehicle ID:

Contact Name/Email:

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

Destination:

Location, address, intersection, or postal code
Location, address, intersection, or postal code
mmJd Y
¢ Include Inactive Vanpools
— Search

Start Date on or after

[ Fird Vanpoo! [T S S

Find a Vanpool

>
Vanpool Code / Approval ID |VO1395
{ Name:
Vanpool TMA: OCTA ¥
‘Vanpool Sponsor: GARDEMN ¥
Leasing Vendor: ENTNTD ¥
Vehicle ID:
Contact Name/Email:
Coordinator Name/Email:
Rider Name/Email:
Origin: Location, address, intersection, or postal code
Destination: Location, addrass, intersection, or postal code
Start Date on or after mm/dd
# Include Inactive Vanpools

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

e V(1395 A1482 Charlie Coordinator —) it
From: Orange To: Huntington Beach
Charlie Coordinator (714) 321-4567 Copy

celine-tran(@outiook.com
Schedule: 5:30 AM - 6:00 AM / 3:30 PM - 4:00 PM

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

To view a list of your entire fleet, leave the Vanpool
Code/Approval ID blank and click Search.

STEP TWO - Click Edit once you have found the vanpool you
want to view.

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

Im Commuters v | Companies ¥ Vanpool:-v ,ﬁct:ounhr

V01395 A1482 - Charlie Coordinator
Monthly Report / Vehicle Assignment

Most recent report: 572020
Most recent vehicle: ENTNTD: TQNF75 Seals: 7

Change Vehicle Assignment

Vanpool Approval ID: A1482

Code: votags

External ID: AD1234

* Name: Charlie Coordinator

TWA: OCTA - Orange County TA
Sponsor: GARDEN - City of Garden Grove

Leasing Vendor:
Application Status:

ENTNTD - Enterprize
Approved

Origin

eer

Map Iell|te /
@) > ®
B Aresia Buena Park
r Cerritos D]
9
Knott's Berry Farrr
e o o O
v
v Hawaiian
Gardens
ouT E
ANA 1
Cypress
]
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I.  Toadd or remove a passenger, click the Roster/Wait List tab.

There are three tabs within this section, (1) Roster, (2) | IEiVEHE6HN INSMVARRG6IN V01395 A1482 - Charlie Coordinator. EG IXSEINIEINEE
Add, and (3) Wait List. = Map

In the Roster tab, click the red button to remove a 6 commuters assigned to roster. Email this Group

. . 1 t ini t of 7.
commuter and click OK to the pop-up if you are sure seat(s) are remaining out o , _ .
@ Charlie Coordinator ID: 10069458 “Coordinator  celine- °—

tran@outlook.com

you want to remove them. k. .
@ 2555 N Tustin St, Orange, CA 52865 Eqit | Remove commuer |

7301 Center Ave, Huntington Beach, CA 92647

Role: Rider v

Pickup: Vanpool Origin M
2555 N Tustin St, Orange, CA 92865

Dropoff Vanpool Destination M

Cypress
7301 Center Ave, Huntington Beach, CA 92647

tab. Enter the passenger’s commuter ID (|f you know it), first [| Fiind Vaipool | Newi Vanpool| V01395 A1482 - Charlie Coordinator [Edit] R
and last name, and email. Click Search to look them up.
£

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: >
T . : First Name: Passenger
wait list if the vanpool is already filled up. Lact Name: Pote

Email: —

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

the Roster tab will appear with a blue banner confirmation —)  $0arch
-
that the Update was Saved~ Displaying 1 to 1 out of 1 total results

Passenger Pete |D0: 10068460
boylesandy5s6@agmail.com

Microvention

—) /(| 10 roster
Add to wait list

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

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

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

— n Passenger Pete was successfully added to roster.

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

...j.;.

{ Vanpool Passenger List 4

Name / Email Status

Coordinato
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
5com  Participation Agreement Signed
Participation Agreement Signed

Participation Agreement Not Yet
Signed

pooaneg
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Il.  Toadd oraremove 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

e o e | sy
| FineVangool [EYTRPTTR V1355 Atés2 - Charie Goorainator | | Rosler Wit st I | Rider Sealch| Complits |

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

@ Pickup - Pick up Passenger Patricia ° 4 ‘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 . ’ ° {THWEST
University Drive and, CA-73, Irvine, CA 92617

L D\qneylamd Pdrk
Destination Temporarily closed
7301 Center Ave, Huntington Beach, CA 92647

) . Stanton THIANGL
Current Route: ® Going Returning

Est Going Dist / Duration 2253 mi 42 mins 5]

Est Return Dist / Duration 21.81 mi 52 mins REAG o Orange

In Service Area Distance 2278 mi Calculate (55)

L === |

(€]

¥ Route distance/time varies ==

Garden §@ve
—) 5, Route

B LA\ L

®
op Westminster

* Location: Location, address, or intersection Q@ " ARTESIA PILAR 9

G9
Select Park-N-Ride QAidway City “ Santa Ana e

* Stop Type: Pickup Dropoff
o
Name: R —— o

Add Stop JENWEST

P\ NewNaRgS: V01335 A1432- Chare Coordnator |6t QLTI ] Siops Rous Rider Search.
Roster (8) m Wait List (0] w  Map Satellite

Garden Growe, CA
@ 35 Enterprize, Alisc \iejo, CA 92655

Role: |Rider W |
Fickup: | Fick up Passenger Patrica w |

11781 & Delta Ln. Garden Grows, CA 82840
Diroipoff: ‘anpool Destination

III ‘fanpool Destination

{4y Passenger Pz \
YW meconnelirs Edit 2

(? Tracy McConnell 1D: 10058462  tcatmoconneli@grmail.com o

Edit
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lll.  To search for more riders nearby, click the Rider Search tab. Input filters to narrow down your search
results and click Search.

I e C,

| 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.
e Vg Lo

 Find Monthly Report  New Monthly Report |

Vanpool Ridership Reports

\ Report Type:

T OC vANPOOL

Ridership Summary [Eiel V01395 - Charlie Coordinator | Mobile View

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
. . . 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. — | Submit
|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
: H H B [ D E F G H J K L M N o} P T u -+
RlderShlp Detail Re po rt 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
‘@' T' W h I h b (10068402)
- - N Rocha, Michael employer unknown Rider 0.00 0.00 0.00 16 0 0 0 0 0 0 0
I 1p: en you select the e o
t b t th b tt th t Franco, Robert employer unknown Rider 0.00 0.00 0.00 2 0 0 0 0 0 0 0
B (10068398)
a a e O O m, e n ex 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. i, S
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 =
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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
Lewis
votr  A1286 City of Gardan Grove - Shan 2020 March Fuel GA 16 $54.00
wwis
VO10T1 A1285 City of Garden Grove - Shan 2020 March Fuel GA 12 $4200
Lewis
voites  A1337 City of Garden Grove - 2020 March Fusl GA 17 35486
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
Calesting Pasilas
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 15 406
Calesting Pasilas
vottes  a1337 City of Gardan Grove - 2020 March Fusl GA 15 41,01
Celestino Pasillas
vorss A1 City of Garden Grove 2020 March Fuel GA 16 $44.30
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 OC 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.

JNT = FINDREPORT  NEWREPORT  HELP o

OC VANPOOL
—

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 OCTA can delete or add you as a Sponsor.
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Change Password Delete My Account

*

Vanpool Wait Lists
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