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Chapter 1

Using GoToMeeting

Your Mobilitat representative will set up a GoToMeeting on —line conference and send you an

email with specific details.

Below are GoToMeeting instructions illustrating some of the functions and buttons you may

want to familiarize yourself with.

Using GoToMeeting

1. Go to http://www.mobilitatsoftware.com/support in your Internet browser.
2. The Mobilitat representative will give you a meeting ID. Enter it in the GoToMeeting
field and click the Submit button.

Enter GoTaMeeting 1D here: | submit |

3. If thisis the first time to access GoToMeeting, the application may take a few minutes to

install. Answer Yes or agree to any prompts.
4. A pop-up box will prompt you for a name and email address. A name is all that is

needed.
5. Once you join the meeting there will be a large tan colored area on the right side of the

screen with various controls for you to use.

Slide controls in and out
File Options View Help %

— |||=| Screen Sharing

MR | Stopped Mo one SEes YOUT SCreen Change Presenter

@ - —
Show Screen > Q @
| @ Shlll:'u' My Give \
Keyboard

& :
puse Give keyboard and mouse

=| Aftendee List (1| Max 28)

/ iy NAMES - ALPHABETICALLY -

Allow attendees to draw [l Christopher McCoy (Organizer, Presente...
Note: Some controls pictured here may not be present unless you are the meeting presenter.
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6. The presenter can Change Presenter and designate another computer to view. Once
your computer is made the presenter, you can click the Show My Screen button once
you are ready.

7. After clicking Show My Screen, the GoToMeeting control panel will display additional
options. The Mobilitat representative may request you click the Allow Attendees to
Draw button or Give Keyboard & Mouse button which will allow the Mobilitat
representative to control your computer temporarily.

Chapter 2

Installing Easy Rides

Prior to installation discuss with your IT staff and implement a networking plan for the
computers that will be using Easy Rides.

Minimum System Requirements

Equipment requirements vary according to the size and activity of the customer. Performance
will improve with faster processing speeds and increased Random Access Memory (RAM). The
workstations require resources to process the visual interface and the server requires resources
to manipulate the data. Consequently, overall performance depends on capabilities of both the
workstations and the server. The speed and stability of the network connectivity is also an
important factor.

Workstation Hardware Requirements

e Intel Pentium processor at 2.0 GHz and 2GB Ram. 4GB Recommended for Vista.

e MS Windows XP Pro (will run in Windows 2000 Pro), Windows Vista Business or Vista
Ultimate

e Microsoft Office Professional 2003 or later.

e 80 GB hard drive

e Available USB port

e CDROM drive

e Network connectivity

e Recommended 19” or larger viewable screen monitor (scheduler and dispatcher), 17”
viewable screen monitor (reservationist)

e Mouse or other pointing device
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Server Hardware Requirements

e Intel Pentium (Dual core) processor at 2.0 GHz and 4GB Ram

e MS Windows XP Pro (will run in Windows 2000 Pro), Windows Vista Business or Vista
Ultimate

e Microsoft Office Professional 2003 or later.

e 80 GB hard drive

e Available USB port

e CD-RW drive

e Network connectivity

e Backup media (CD R/W or tape)

e 17” monitor

e Shared or network printer

e Mouse or other pointing device

Notes

e Regarding Microsoft’s Windows Vista, please note, Windows Vista Home versions (Basic and
Premium) do not have some features Easy Rides requires. Make sure you purchase
computers with either Windows Vista Business or Vista Ultimate.

e The server should not be a computer running as a Domain controller or as an MS Exchange
server. Contact us if you have any questions about your server configuration.

e Some users may wish to use the server as both a server and a workstation, if this is the case
you will need to meet the requirements for both the server and the workstation.

e For added performance we recommend purchasing additional ram for your systems.

e Mappoint 2006 or later required for EasyRides Plus.

e MS Access 2003 or later required for MS Access based customer driver manifests.

Installing Easy Rides on the Server

Normally, your Mobilitat Representative will install Easy Rides for you in case there are any
unexpected technical obstacles with your network setup, but if for some reason you end up
doing it yourself, follow these steps:

Go to http://www.mobilitatsoftware.com/ and select the Downloads tab.

Click “ER Auto Updater”.

Enter the User Name and Password provided to you by Mobilitat (contact us at 888-806-6595 if
you need help remembering them).
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Choose to Save (do not select Open) and browse to C:\Program Files, click the “New Folder”
icon.

Name the new folder “Mobilitat” and click Open. Click Save to download the file.

Once the download is complete, select Open Folder (do not select Run). Launch ER3.exe (you may
receive a Security Warning. Select Run). This will extract the necessary files and place the Easy Rides
icons in the Mobilitat folder.

Delete “ER3.exe” and rename “ERAutoUpdate-new.exe” to “ERAutoUpdate.exe”

Right click the Easy Rides icon, highlight “Send To"” and click “Desktop (create shortcut)”.

Repeat this process with the Utility and Auto Updater icons.

Easy Rides

Utility — Reporting and system setup

Auto Updater — Automatically downloads ER updates

Please note, the person installing Easy Rides must have administrative privileges.

Once the software is installed, click on the Utility icon. The Easy Rides Utility Log In will appear.

Click on the Properties button. Easy Rides Litility Log In
In the PROPERTIES section the Admin and User Password Ll g —

Password LI Ll

PSSO I x Cancel‘ l% Ploperties‘

defaults to the word “password”. This will provide the least

secure environment, but enable all staff members to key in

database information during set up. The passwords can be changed later to bring more security
to the system.

Installation on client workstations may require the server name. To find the server name, go to

the server:

e On Windows XP - Click the Start button then right click My Computer and choose
properties. Select the computer name tab, Write down the server name.

e On Windows Vista — Click the Windows logo button (e), right click Computer and choose
Properties. Note the computer name.
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Installing Easy Rides Back-Up on the Server Desktop
Easy Rides can only be backed up onto a hard drive on the server machine.
Go to http://www.mobilitatsoftware.com/ and select the Downloads tab.

Under Individual Downloads, click “EZBackup”

Enter the User Name and Password provided to you by Mobilitat (contact us at 888-806-6595 if
you need help remembering them).

Choose to Save (do not select Open) and save to the Desktop.

This will place the EZBackup icon (E) on your desktop

You can create a shortcut to it from the workstations to the server’s desktop. Make sure you
have a back- up plan for daily, weekly and monthly back-ups. Mobilitat strongly suggests you
have a written back up plan that includes off-site storage. (contact us at 888-806-6595 for more
information or assistance).

Installing Easy Rides on Client Stations

Ask your IT staff person to designate Mobilitat as a shared folder. Your contract states how
many computers can simultaneously use Easy Rides. If you determine you need more client
stations to have access to Easy Rides please call Mobilitat at 888-806-6595.

The IT person needs to send Easy Rides and Utilities shortcuts to each workstation authorized
to use Easy Rides.

Please note that the person installing Easy Rides must have administrative privileges.

Again, you decide where to map the shortcuts to and where to keep your files.

What Version Are You Using?
To be able to have the most recent upgrade, you need to know what version you are using now.
To see the version you are using in Easy Rides, launch Easy Rides by double clicking on the Easy

Rides icon. ; X
About ===
Click “Help” then “About” -
EASY RIDES
E Easy Rides -- Fri 2/6 - [Transportation: ERidesGY] @ \-’?ﬂoar;:ug.ﬂ.Z?.S
File Trip Tickets Auto Schedule Tools Options Help - _Rd Copyright: Mobiltat, Inc.
| N i |${} o Hngent B arbeque, Eric .&bo‘{r‘ _-BS-I es 1333 - 2009
' ' ' T taobilitat, Inc.

1605 Green River Way
Green River, W 82935
(858) 806-6595

v, bobilitats oftware. com

Registration Number:
In thlS exam ple we File Location: C:\Program Files\Mobilitat\ERides 3. exe

see version 3.0.27.3
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Downloading From the Mobilitat Web Page or Accessing On-line Tutorials
Your system has been set up with a pre-set user and password name.

User name = e-mail address of your system

Password = key code

You may change these items by contacting the Mobilitat offices 888-806-6595.
Go to www.mobilitatsoftware.com

Congratulations, now you can get into the user features of the Mobilitat web pages.

Manuals
To print or save a copy of the user manual, go to the Mobilitat webpage.
Click on Downloads
Under “Manuals (Requires login)” section, select the manual you want to print or download
You will be asked for your username and password
e User name = email address of your system
e Password = key code
The document will appear as an Adobe PDF. You can print it or use the “save as” option to save
it to your computer.
Video Tutorials
Training videos can be accessed at : http://www.mobilitatsoftware.com/support/training-

videos.

Enter your username and password (contact us if you need help remembering them)
e User name = email address of your system
e Password = key code

Easy Rides Software
Upgrades are generally obtained by launching the Easy Rides Updater application on the
computer but if needed can be downloaded from http://www.mobilitatsoftware.com/.

From the Mobilitat webpage, in the Downloads column,
Select the appropriate download
Enter your username and password
e User name = email address of your system
e Password = key code
Software is generally stored in C:\ Program Files\Mobilitat\
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Chapter 3

Setting Up Your Database

To enable schedulers to make quick reservations and to collect the information needed in
reports there are a number of user defined fields that need to be set up. In other words, this is
the time to think about what you want to report on so that you can make sure the necessary
data is collected. Examples of items that will be customized for your system include a list of
funders (organizations, foundations, grants) that pay for an individual’s trips, purposes of your
client’s trips, providers, fare types, etc.

Customizing the Software to Meet Your Needs
Easy Rides associates this customized data with each rider, so it is necessary to set up fields
prior to inputting client data to assure complete records.
Data will be customized in this order:

e (ities

e Sites (site miles/speeds)

e Zones

e Jurisdictions

e Vehicle event codes

e Vehicles

e Ethnic Codes

o Affiliations (mostly used by volunteer agencies or by fundraisers)

e Driver Event Codes

e Drivers & Volunteers

e Routes

e Providers

e Fare types

e Purposes

e Funders

e Fare Types

e Rate Types

e Age Groups

e Frequent delivery addresses

e C(Clients

©Mobilitat, 1999-2009 March 2009 www.mobilitatsoftware.com




Easy Rides Utility Security

ER Utility has two levels of security, Administrator and User.
When the Logon screen appears for the first time select:
User Name: Administrator

Password: password

Click on the properties button and enter new passwords for
both Administrator and User. If you choose to have lower

security, check the box entitled “Start with Admin Password”.

This will cause all users to have access to all features of the
Utility. If you want to restrict access to the portions of the
Easy Rides Utility then do not put a check mark in front of
“Start with Admin Password.” If you do intend to use
security, then select the features you wish to make available
to the User. The Administrator has the responsibility to
determine the appropriate level of security for each Easy
Rides user. A password must be set for each User and their
machine.

Items Common to all Tables

Easy Rides Utility Log In

User Name | Adminiztrator A

Password [LLITLLL

PROPERTIES

Admin Password  password

User Password passwond

/| Start with Admin Password

Uzer Menu Items
File
| Admin
Reports -> Monthly
/| Reports -» Mileage/Time
Reports -» Pickup Performance
/| Archive
Tools -> Edit Delivered Trips
/| Tools -» Review Suppressed Beruns

Global Options

[ " OK l |annceI|

Froperties

We are using the “Cities” table for this example; however, all of the tables have a tool bar just

like the one indicated in red.

Clicking on the first icon E’ will place your cursor in the top row of the table

e The second icon B places your cursor one row up
. . 3
e The thirdicon |_| places your cursor one row down

[>4)

e The fourth icon " places your cursor in the last row of the table

e The plussign E\ adds a row so that you can add items to a table, in this case a City

e The minus sign |:| deletes the highlighted row

e The check mark posts all items to your data base
e The x mark E\ will delete the last entry

L]

e The curved arrow will refresh the data

©Mobilitat, 1999-2009 March 2009
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o Cities

City

EEDEOEEEE

o =
Lok ]

| State| Statuz

10 Ma
15 REQUIRED
20 Alka Sierra

e e

The Order Column

Active
M, Active
M, Active

CA Active

m

Iltems in the table can be put in any order you want them. By numbering the items in

numerical sequence the table items will stay in the order you place them. By putting the

same number in front of the items in your table, the items will automatically fall into

alphabetical order.

Putting two groups of items in two alphabetical groups in one table can be done by placing

the same number in front of a group (like cities in one county) and then placing a different

number in front of another group (like cities in county number two). Note: it is important to

leave unallocated number space between entries to allow for future growth. In this instance

there are 9 other listings that could be inserted between Aumsville and Aurora because there

are 9 numbers available between 20 and 30.

Status Column

Vehicles can be changed from
Active to Inactive right in the
Status Column.

By choosing “Inactive” a particular
bus will no longer be available to
be chosen by a dispatcher. Never
delete a bus or any other item in
your database without giving it
serious thought. A vehicle might
not be in your fleet any longer, but

%"u"ehicles (== =]
()l )=) ) ok ]
ID No. |I]rder |Bus Hame |Status | -
a 2 5 2 0 Ford Supreme Active
| 3 10 3 01 Ford Supreme Active
L B 15 6 97 Ford E-350 &ctivel |E|
a a 2008 99FowdE-350 :
3 25 9 00ChewySenatar  OIE o

the vehicle was still used to deliver rides last year. That information is still needed to get

accurate reports for past rides.

©Mobilitat, 1999-2009 March 2009
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Key Words “REQUIRED” and “NA”

There are two important key words i -
. g Y &B Purposes =m[E=R<
used in the tables: “REQUIRED” and
top row of the table, it will force a I S
. . Ord P Stat *
selection to be made at the time that a | = | — | N |
b 5 | &chive A
trip ticket is created. If the scheduler M fctive -
fails to input data in a required field it 20 Health Related Active
20 Medical Achive

will not let them proceed to the next

screen until a selection is made.

If “NA” is selected that means the data is “Not Available” or “Not Applicable” and indicates the
field is not required to complete the trip ticket. This occurs when a database item is not
required for collection, for reports or not applicable to the system.

Each table should be adapted to appropriately include either REQUIRED or NA. Upcoming
sections will make recommendations to include or exclude these elements.

©Mobilitat, 1999-2009 March 2009 www.mobilitatsoftware.com 12




Chapter 4

Mobilitat Geography

Defining Service Boundaries
Mobilitat staff will work with you to identify your
service area on a map.
Consider:
e Whatis the farthest you will go in delivering
trips?
e Are there places where you may deliver
riders, but not pick up riders?

e Does your organization’s charter or letters of
incorporation define the service area?

e Isthere service outside of the boundary, for example, might you serve % of a mile
outside the city limits?

All the transit system — This would include all places that the transit system goes. It could
include multiple jurisdictions, cities, zones and sites. Some systems may serve just one city or
community; others may operate in multiple cities, towns, and counties. If no geographic subset
is specified for reports all rides provided by the transit system are displayed.

Jurisdiction- You will define jurisdictions which are used in reports. A jurisdiction could include
multiple cities, zones and sites. This may be a county or a congressman’s district. Every transit
provider will have at least one jurisdiction. It could be as simple as “Our Service Area” or
“Sweetwater County”. Jurisdictions are helpful for reports on a geographic area that may have
multiple funders. A county government wants to know the number of trips for local residents,
or a system wants to report on rides within a congressman’s district for funds to buy buses.

City — An area defined by local and state officials with a legal boundary. A city could include
multiple zones and sites. Cities are always included in the address of a client, but some client’s
actual location may be outside the official borders of the city though their mailing address
includes that city’s name.

Zone — A collection of geographic sites which are color-coded for the dispatch board. This is an
approximate area that one bus would cover geographically during normal daily operations.
Zones are used to help dispatchers schedule trips, and get the closest bus to the rider.

©Mobilitat, 1999-2009 March 2009 www.mobilitatsoftware.com 13




Site — Sites are the smallest geographic element described in the software. One or more sites
are combined together to make zones. In urban areas a site might be the distance it takes the
bus to travel in about 5 minutes, in less densely populated areas a site may be an area driven by
a bus in 20 or more minutes. Sites are used most frequently when the transit provider has
automated dispatching.

Entering Cities and Zones

Entering Cities

Open Easy Rides Utility, click on Admin, “Sites and 8 Transportation o= =S
Zonesn then C|t|es File  admin Eeports. Archive Global Options  Tool: Help
Alphabetical 3

This

: Sites & Zones
Click on the Plus sign and an empty row appears | Programs & Fares

Zones

Cities
Personnel & Vehicles Jurisd%ions
Clients & Attributes

Sites
Hltems common to a” tabIeS”)- - Recent Personnel Bithdays (0) Site Miles/Speeds

* v v ¥

Enter an order number (see notes above in Chapter 3

Enter City name and State.

Make sure that “Active” appears under the
Status Column. &0 Cities =8 o =)

After you have entered all the Cities, click the EE’EE e

OK button to post all the items just entered into

|Stale|5tatus | -
& Active
the data base. 15 REQUIRED NA, Active
RECOMMENDATION: Mobilitat suggests you 20/Aka Siera CA Active
) . 20 Cedar Ridae CA& Active
have the first row designated as N/A for non- 20 Chicago Park o pyrenll
ride tickets which will be discussed in the Easy
Rides Manual. =2 Zones Liting =
) =] e [ dead | [ S |
Enterlng Zones Order |Zone Marme Dezcription Status e
Cl|ck on Admin' ”Sites and Zones” then L M Must remain in DB Active
_ 100 Brownsville Active
Zones ] 100 Foresthil N Active
. . 100 Grazs Valley Ma Active =
The Zone table is shown at right. Zones ] 100 LaBanMeadons  NAME o
. H H 100 Lake Wildwoaod M Active
provide color coding for geographical . L L CEE -
areas. | 100 Mewvada City M, Active
“ ” | 100 Morth GV Morth of bcknight Inactive
RECOMMENDATION: “REQUIRED” should a 100 Penn Valley M Active
. . . 100 Fough and Read M Acti
not be included in this table. Assurethat | 15 ¢ v e
NA is included as the first option for - 100 Souh BV e e Inactive
| 100 *Yuba City M, Active
Zones. hd
| E-I_Ebse |
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As each zone is added, select a color from the
palette on the right or click inside the
“Background” field to display the color button.
Clicking the color button offers additional color
choices.

Editors Note:

Zone Mame and Color Zelection
N - Color Pairs
arne Dezcription

Skillet M SEEEEER
EEEOOEE
Text Background BEEEREN ..
clBlack chwhite] & EEEOE
[ /DK ] [ anncell

The zones and site tables require planning and much discussion. Please take the time to understand this

process with your trainer. Correctly identifying sites and zones will help your system save time and gas

in the future.

Colors

Zone colors can be changed at any time. Generally zones with a pastel back ground and dark lettering
are the easiest to read for the majority of the population.

Zones that you would like to stand out might be a dark color with white print, for instance a zone that
has you traveling a great distance. All rides to that site should be carefully considered and coordinated.

©Mobilitat, 1999-2009 March 2009
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Entering Jurisdictions

Click on Admin, “Sites and Zones” then Jurisdictions

Chapter 5

Entering Jurisdictions and Sites

Jurisdictions are set up if your system needs to report to both City Mayors and County Commissioners.

Generally the County Commissioners would like a report on all the rides given to rural residents; choose

to enter various Jurisdictions.

If Green River and Rock Springs are both in Sweetwater County; the Mayor of Rock Springs may want a

total of all the rides given in Rock Springs and the Mayor of Green River will request a total of all the

rides you do for the City of Green River. If you
want to get funding from the Sweetwater County
Commissioners, you will need to be able to give
them a list of all the rides originating or ending in
all other areas outside the city limits of Green River

or Rock Springs.

RECOMMENDATION: Include the option of having

NA in this table.

Entering Sites

Click on Admin, “Sites and Zones” then Sites

E lurisdictions

>l =)

=nan ="

|I]n:|er |Jurisdictiuns |Descr -
» MA M
100 Dearborn MA,
200 Decatur M,

&8 Add or Edit a Site

|Drder |Name |Eit_l,l [Citiez ...] |Zone [£ones .. ] |Jurisdicli0n [List ...] |Time |F|ep0rt Code |Descript| =

L 100 43 Mobilz Homes | Grass Yalley 5. GraszzVallsy Rural 3 1 I,

100 Auburn Rd Alta Siera 5. GrazzVallep Rural 3 1 M
"1 100 | Banrer Grass Yalley Grazs Yalley Rural 3 1 M
: 100  Blazing Star Mewvada City MHevada City Rural 3 1 MHa
| 100 Brownsvills Grazs Yalley Brownaville Rural 3 1 [

100 Brungwick Grass Yalley Graszs Yalley City 3 1 M
"1 100 Casa Loma Grass Yalley La Bar Meadows  City 3 1 M
: 100 Cascade Shorer | Newada City MHevada City Rural 3 1 MHa
| 100  Cedar Ridge Cedar Ridge La Bar Meadows  City 3 1 iE

100 Cement Hill Mevada City Mewvada City Rural 3 1 M
"1 100 Central Wildwoo  Pern Walley Lake "Wildwood  City 3 1 MHa
: 100 Cole'way Grass Yalley La Barr Meadows  City 3 1 I,

100 County Center Mevada City Mevada City City 3 1 M
"1 100 Deadmans Flat Alta Siera 5. GrazzWallep City 3 1 M
: 100 Donovan PennValley Lake "Wildwood  City 3 1 MHa
| 100 E Banner Mevada City Mevada City City 3 1 [

100 E. Mewvada City Mevada City Mevada City City 3 1 M
"1 100 Empire Grazs Yalley Grazs Yalley City 3 1 L
] 100 Eskaton Graszs Yalley Grazs Valley City 3 1 A

=N Eh =

Search

Site Count
64 =

Sites

| oftdd |
| rEEdt |
| m [l elzte |

Distance Tables

[ B ies |
| Minutes |

| Factors |
| @M |

| EEI_QDSE |

©Mobilitat, 1999-2009 March 2009
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Each Site must be associated with a City, zone and Jurisdiction.

RECOMMENDATION: REQUIRED should not be listed as an option. NA can be included as an option for
unusual circumstances.

After you set up Easy Rides, and your business grows, you may have a change to the geographic area
you serve. You need to make sure you not only add any new city but that you also associate that city
with a new site and choose zone and jurisdiction from the “Enter Site Information” screen. Once you
have input these relationships your reports will accurately reflect the trips you have provided from the
expanded service area. If you do not set up the relationships of new city, new site, zone and jurisdiction
your reports will be inaccurate.

©Mobilitat, 1999-2009 March 2009 www.mobilitatsoftware.com 17




Chapter 6

Entering Qualifications & Personnel

Entering Qualifications

One of the most valuable resources for quality B Transportation (=] & =
transportation is great drivers and dispatchers. Eie Admin Reports Archive Global Dptions Took Help
EasyRides has several tools that enable Thi¢  Alphabetical ’
transportation providers to keep important 20 G ERRGE '
. . . . Frograms & Fares »
information about their personnel and provide .
Persannel & Vehicles » Persannel
alerts to remind SyStem managers when Clients & Attributes .3 Personnel Events

certifications or other documentation is due. Fiecent Persannel Birthdaps (0)

Wehicles
This section can be found by the following: Vehicle Types
Click on Admin, Personnel & Vehicles then Weliele et

Personnel Events

Qualifications will need to be tailored to each

system’s unique needs. An event is defined as the date when documentation for a driver needs to be in
the office. For example:

The date that the driver’s renewed commercial driver’s license is due,

The date when passenger assistance training was completed, or

The date when the driver was fully inoculated against hepatitis

To the right is a screen shot of events codes for a

a Driver Bvent Codes ===
transportation system. When you first see the
Qualifications screen it will be empty of data. Use |E||E||E||E| |E| | 0k |
the “+” key to add a new line for each event |[Event |Note |Status | -
drivers will need to have documented. By 4 Annually Active E
completing this step you will then be able to have EZ:;ZW - i::ﬂ:::ﬁ ij::g
meaningful choices when you start to key in the Diug/&lcohal Annually Active
information on each particular person. Remember Emergency Evac Anrially Active i
to add more events as regulations change and to

update the dates due for events once they’ve been reached.

For example, once you have proof that the driver has renewed the CDL, you need to put a date in the
person’s record that will show when the CDL renewal is next required.
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Entering Personnel

Once you have defined the items you want to be reminded about with drivers, you are ready to input
information about the drivers on their Driver/Volunteer Record.

Click on Admin, Personnel & Vehicles then Personnel

You may have much of the information that is needed collected in personnel files or volunteer files.
Sometimes this data is in many different files. To simplify the process of collecting and inputting this
Mobilitat has designed a handy Sample Personnel Data Collection Sheet which you can adapt for your
own system. To see a copy of the Sample Personnel Sheet go to the end of this chapter or on our web

page at: http://download.mobilitatsoftware.com/setup/sample drivers.pdf.

E Personnel List @

First Hame Last Hame aidNDI Dirivef Depte] = + o

- """"'jEI'E‘ 4 'E‘ : A ID number is auto

ic arbeque ail = : i

[ Stephen Bobeat 3 Pad T F gloied Py Easy Rides
Bk Bummer 34 Paid T T
] Kelly Calihari 43 Fad T F [t
= Layd Caper 3 Pasid T F The programmers at
: Russ Carouzel 50 Faid T F ;ﬂnuubr Ilgt::t;zntghaflllr;%\re
_Kalhy Detailz 46 Pad T T wou o selectyour
_ |Rossles Dialittle 36 | Volunteer T F awn 10 numbers,
_|Miki Doubt 47 Pad F = T Flease call us ta turn
_|Chuck Faithanks g Paid| T F on this feature.

Brian Freezer 7 Fad T F ] Close
| Daniel Gopher 3 Pad T F o]

The Personnel template (below) allows you to enter information on all personnel including drivers,
dispatchers, schedulers, customer service representatives and volunteers. This part of the database is
where you will also designate passwords for staff allowed to access the program. Simply place a check in
the box next to Dispatch. When the staff person logs in for the day, she will choose her name on the
Dispatch Center. Activities performed by this person on trip tickets will be recorded for future reference.
(See Easy Rides Manual for more information).

To enter a staff member click add. The following screen will be displayed.
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http://download.mobilitatsoftware.com/setup/sample_drivers.pdf

& Personnel Record

First Name Last Name 1D #
General | Qualifications

Address Phones
Birth Date Affiliation

o/enm B

Pazzword/FIN @ Driver M Dizpatch
Note

[==l| There are two tabs on the screen:

Start Date End Date General (displayed above) and

02/20/2009 [ oz/2002009 [~ . X
Qualifications.

Paid/¥olunteer Status

(Pad v Active " || Please note: the password section of the

CDL Qualified . . .

[Na ~| aiverices  ~|| Personnel record is only recorded in this

[v|| License Number  Report ID one spot and cannot be accessed easily.
It is important to make sure system
administrators are aware of passwords
for all employees.
| & OK | | ¥ Cancel |

Personnel Qualifications

The second tab of the Personnel Record includes the qualifications associated with event codes. Click
“Add” to add qualifications for the person. As you can see in the drop down box below, the qualification
list contains the same elements as the driver event codes.

Complete the information for each person including all their qualifications, qualification expiration and
the date an alert is to appear in EasyRides reminding of the expiration.

a Personnel Record

First Name Last HName 1D #

General | Qualifications

| Qualiication Date Issued

Start D ate
02/20/2003

E xpiration D ate

End Date

[~ 02/20/2009

AlertDate |

I

Add Edit

| Delete |

Personnel Qualifications and Events

Qualification Cost

-] 0.0

Alert Date
n2/20/2009 [l

Blood Borme Pa
Chairiz
Defensive Diiv
Dirugdlzahal
Emergency Evac
Ewaluation

Fire Safety i

- -
tion Date

2009 [El-

F'ar{ W 0K | | % Cance||

o 0K

| X Cancel |
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Once completed, each person will have the information documented to make sure they have the
requirements to do the job. A list of the qualifications and associated dates will appear in each person’s

record.

When an event comes due, a notice will
appear on the EasyRides Utility board when
a user first signs in. The Driver Event alerts
will display on the screen (see sample at
right) until the dates for the event are
changed.

©Mobilitat, 1999-2009 March 2009

ETranspor‘cation [ & ==

File Admin FReports  Archive Global Options  Tools Help

Thiz Week In Your System:
a - Driver Event Alerts (2]

ton 23 Barbeque, Eric - Blood Borme Pa
Fri 27 Gopher, Daniel -- Drugdalcohol

Yehicle Ewent Alerts [4)

Expiring Femns (0]

Upcaoming Client Birthdays [0)

Upcoming Personnel Bithdays (1]

Recent Clisnt Birthdays (0]

Recent Personnel Bithdays [0]
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Sample Personnel Data Collection Sheet

Name:

First Last

Hire Date:

Month Day Year

Home Address:

Street City State Zip
Home Phone #: Cell Phone # :
Check One: [OScheduling Agent OPaid Driver OVolunteer Driver

Vehicles Certified to Drive: ON/A Al 012 Psngr [J15Psngr [024 Psngr 150 Psngr

CDL? OYes [No

Birth Date: License #:
Affiliations:

Code: Password:
Notes:

Adapt the following table to include the items your system tracks for each individual.
EVENTS & DATES — FOR THIS INDIVIDUAL

Qualifications Date Date Alert Notes
Issued Expires Date

CDL

DOT Physical

Continue on reverse as needed.
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Chapter 7

Vehicles & Drivers — Entering Vehicles

NOTE: The words “Vehicle”- and “Bus” are used interchangeably throughout this chapter.

EasyRides associates buses with drivers and trips. One of the important features of the software is the
inclusion of cross checks of the data that insure a scheduler does not assign an individual to a bus that is
inappropriate for that individual. For example, a warning message will display if a rider, using a
wheelchair, is assigned to a bus lacking any wheelchair stations.

In this portion of the Utility software you will set descriptive information about your buses. This includes
passenger capacity, VIN numbers, and much more. Many system managers find this information to be a

helpful resource when there is a need to reference insurance information.

Enter Data about Buses

Click on Admin, Personnel & Vehicles

& Bus Types

then Vehicle Types o -

=) 2]l=) 3

. . |I]lder |Bus Type |Status | -

The different types of vehicles are v = —
entered here 10 WANS Active

20 BUS Active

30/LG BUS Active
RECOMMENDATION: NA can be included A0|CAR Active
as an option for unusual circumstances.

& Wehicle Event Codes

=)l )= e
| Event | Mote -
B|Licenze renewal  MA
Qil Change Ma -
Registration Ma
Tire ratation i)

Click on Admin, Personnel & Vehicles then
Vehicle Events

Enter all the vehicle events you want to
keep track of.
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Click on Admin, Personnel & Vehicles

then Vehicles

Use the Vehicles Table to input each

bus you operate in your system.

Data to Complete Bus Worksheets

Vehicle Name

Maximum Capacity

Minimum Capacity

Maximum Wheel Chair Capacity
Minimum Wheel Chair Capacity
Date Acquired

Date Disposed

Date available for operation
MPG

Fuel capacity of the vehicle

Bus Type

Vehicle License Number

VIN

Notes

Whether the status is active or inactive

=1

£ Vehicles =n =R
BREBE 3 Lo
ID Mo |I]rder |Bus Mame |Status | -
Ld 2 5 Active
| 3 10 3 01 Ford Supreme Active
E 15 6 97 Ford E-350 Active
: a 208 99Fowd E-350 Auctive
| 9 259 00 Chewy Senator Active
| 14 30 14 03 Ford Aero Tech Active
15 3515 02 Ford Aero Tech Active
: 16 40 16 03 Ford Aero Tech Active
| 17 45 17 03 Ford &ero Tech Active
| 18 50 18 03FordE-350 Active
15 55 19 03 Ford E-350 Active
: 20 B0 20 03 Ford E-350 Auctive
| 21 65 21 98 Chewy SW Active
| 22 70 22 05 Ford E-350 Active
23 75 23 05 Chewy E-350 Aptive
: 24 a0 24 0B Ford E-450 Auctive
E Wehicle Record @

VYehicle MName D # Ord
2 5
General | Events
Capacit Fuel
P Seévts WChairs
Ma g 3 MPG -1
Min 3 1 Cap 20

Available Date
oAs [

NHote
N

Date Aquired
nw/01/2007 [

Status
Active

Bus Type
BUS

Seats/Tie-Down

License

Date Disposed
o/oAsm [

+ UCMEGOD

VIN

[+] 12345

1

Mazx Passengers

7oK ]

| K Cancel |

Please note, it is preferable to make a vehicle inactive rather than delete the entire vehicle data. Since

trips provided are assigned to a vehicle, if a vehicle’s data is deleted, all associated trips provided will be

inaccurately reported.

Note: You must fill in vehicle capacity fields in order for Automated Scheduling features to

be enabled.
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www.mobilitatsoftware.com

24



The Events tab displays upcoming events

E Wehicle Record @
for the Veh|c|e ¥ehicle Hame 1D # Ord D ate Aquired Date Disposed
2 5 0902007 = o/mAem [
General | Events
CIICkIng the Add bUtton aIIOWS for events |Event Ewvent Date Expiration D ate |AIertDate |
to be added ﬂDiI Change 01/22/2008 02/23/2009 0241642009
Wehicle Maintenance and Events
Qualification Cost
Oil Change [] i
Activity Date Expiration Date Alert Date
mszzenng O oz/ea/z009 - 02Ae/2008 -
Odometer Alert Ddometer L i' |DEI73'3|
74583 74333
Note ‘ W 0K | | X Carcel |
HA,
| o OK | [ 3 Cancel |
When an event comes due, a notice will =] Transportation oo e

appear on the EasyRides Utility board
when a user first signs in. The Vehicle
Event alerts will display on the screen
(see sample at right) until the dates for
the event are changed.

©Mobilitat, 1999-2009 March 2009

File Admin Beports  Archive Global Optiohs Tools Help

Thiz Week In Vour System:
Diriver Event Alerts (]
4 Sehicle Event dlerts (4]
74583 2 01 Ford Supreme - Oil Change
124736: 9 00 Chewy Senatar -- Qil Change
106500: 21 98 Chevy 5% - Oil Change
D Mon 23 2 01 Ford Supreme - Oil Change
Ewxpiring Reruns [2)
Upcoming Client Bithdayz (1]
Upcoming Personnel Bithdays [1]
Recent Client Birthdaps (0]
Recent Perzonnel Bithdayps [0]
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In this portion of the Utility software we will set descriptive information about the agencies,
organization and individuals who fund each ride. This includes addresses, phone numbers, contact
information and much more. Many system managers find this information a helpful resource when
needing to contact a funding source and as a reminder when the next contract renewal is upcoming.

Enter Data on Funders

Chapter 8

Funders

Click on Admin, Programs & Fares then Funders

Funders are agencies that provide agencies payment for services.

Typically you need to send reports
to these funding agencies letting
them know the number of rides
you provided for them. Some
agencies require not only the
number of rides you gave to their
clients, but confirmation they went
and the days their clients rode.
Easy Rides will make your bill
process quick and easy.

Remember it is easy to add a
funder, and just as easy to make a
funder inactive. Do not delete
funders, or you could risk the
accuracy of your data.

Secondary Funders

E Funders
> )= L&
Order | Funder | Deszcription
L 5 REQUIRED Thiz iz a required field
10 MA M,

20 Addd Sunday
20 Adad Vouchers
20 ACS

20 ADS MC

20 ADS PP

20 AR Conbract
20 AR County

20 Brunzwick [nn
20 FREED.

20 GECH

20 GV Care Center
20 Health for All
20 Highgate

Area 4 Agency on Aging

Area d Agency on Aging
Amercian Caner Society

Adult Dap Services Medi-Cal
Adult Day Services Private Pay
Alta Regional Cantract

Alta Regional County

Bill Brunzwick. [nn

M,

Golden Empire Convalescent Hospital
Bill G Care Center

Health for Al

Highgate Senior Living

The Secondary Funders table is used for tracking multiple funders. A Secondary Funder may be listed in

the same manner as the Funders. The secondary funders are used by the transit system when trip

information must be sent to two or more different agencies.

©Mobilitat, 1999-2009 March 2009
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Chapter 9

Routes

In this portion of the Utility software we will set descriptive information about the Columns in the
dispatch table. Please do not name the column a bus name or a driver name. This will only confuse the
dispatcher should that driver or bus be out of service on any given day. Fun names have been given to
routes such as “Blue Goose Route” or in Alaska they have “The Moose” and the “Elk Run”. Some transit
systems name their routes A,B,C,D, etc. Whichever way you choose, please remember a route is a
combination of a driver and a vehicle delivering a number of trips.

Set up Routes
Click on Admin, Programs & Fares then Routes

“ ” .
NA” should always be the first =ZF Routes oo =
item in the Route Table. - - -
> )= L&) | K |
“REQUIIRED” should NOT be Order |Huute |Slalt Time |End Time |F|Dute Description® |Aut0L0ad* Status | -
. . . » M GO0 1800 Mot Azzigred Falze Active
included in the table. Easy Rides | 75 g, 330 1830 Late Run True Active
will always require either “NA” or A 300 Bashful 00 1700 Various Tiue Active |
a Route Name o 400 Flounder 15 1615 Tues, Thurs extra True Active
| 500 Yosemite Sam 7an 1630 Back up Tiue Active
o E00 Moby Dick, Fan 1600 Extra True Active
. . 00 Goofy 1 E45 1630 Contract Alta Run True Active
In the example given, the transit | 780 Goofy 2 930 1215 General Clientels True Active
system decided to name their | 500 wikey E00 1900 Standby Tiue Active
- 900 Draisy a0n 1700 Various True Active
Routes after fictional characters. o 1000 Mickey 330 1730 Wanous True Active
etc. | 1100 Gadget Fon 1600 Various True Active
| 1200 Doc 330 1830 Second Late Run True Active
| 1300 Tweety G00 1700 Various Tiue Active
Each Route must have a startand | | 1400 Bugs Bunny &0 1700 49er Run True Aetive
end time. Routes can be given a | 1500 Road Runner B00 1700 Warious True Active i

min of 1, representing one
minute after midnight to a maximum of 23:59, representing one minute to midnight.

Easy Rides will flash a pop-up message should you try to Warning =)
schedule a ride prior to the routes start time. o
. X i This Ticket for Doe, Jane
Easy Rides will also flash a pop-up message should you = is constrained by Wiley's Start Time,
try to schedule a ride after that route has finished for

the day.

| Cancel || Ignore |
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Auto Load & the Dispatch Board

The Autoload feature tells the dispatch board to automatically load the route each time a dispatch

board is opened. The default of this field is True. If the route cell is changed to False, then the dispatcher

has the option to load that route only on the days that route may be running. For example you may only

have R-9 running on

Saturdays. More = Routes == EoE |
information will be
available on this topic BEBEEB \E'
in the Dispatch Board Order |Huute |5talt Time |End Time |F|0ute Description” Autoload®| Status | -
section of the manual. | 100 HA EOO 1800 | Mot Assigned Falze Active

| 200 Sleepy 930 1830 | Late Run True Achive

| 300 B ashful 200 1700 | Wanous True Achive

| 400 | Flounder 715 1615 | Tues, Thurs extra True Achive

| 500 *osemite Sam 730 1630 | Back up True Active |-

| EOO Moby Dick Foo 1E00 Ewtra Frore Active

L FO0 Goofyw 1 E45 1E30 Contract Alta Run True E‘ Active

| 780 Goafy 2 930 1215 | General Clientele True Active

T o00 wiky GO0 1900 Standby Fahe Active

| 900 | Daigy a0o 1700 | arious Tue Active
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Chapter 10

Purposes

Administrators, funders and political bodies all want to know why your customers are riding the bus.

How many are going to the Doctor’s, shopping or to work. Your thoughts will vary on the degree of
separation needed in this field. Should medical trips be grouped, or should they be separated into

dialysis, pharmacy, hospital and Doctor? The choice is yours.

Entering Trip Purposes
Click on Admin, Programs & Fares then Purposes

This table gets our vote as one of the easiest to complete.

Listed are just some of the examples used by transit systems. Work would be another good example of a

purpose.

Home is never listed as a purpose. Help your staff
remember if someone is returning home from
going to work, a medical appointment, or child
care, their return trip purpose is the same as the
beginning trip.

©Mobilitat, 1999-2009 March 2009

E Purposes =[] (]
=)= o] v |

Order |F‘urpuse |Status | -

L REQUIRED Active

a 10/ HaA Active

] 20 Health Related Active

] 20 Medical Bictive

| 20 Mutrition Active

| 20 Perzonal Active

| 20 School Active

| 20wk, Active
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Chapter 11

Fare Types

Entering Fare Types

Click on Admin, Programs & Fares then Fare Types

The Fare Types table provides the scheduler with a drop down box of payment choices for the passenger

to pay for the trip. The fare type can be printed on the drivers manifest to inform the driver how much

to collect from the customer.

Fare Type Options

When setting up fare types, agencies sometimes think of adding in a list of cash amounts.

Cash GP 8.00
Cash WH/CH 2.00
Cash Children 2.00

The staff at Mobilitat would suggest a
simpler approach. There is a field to place
the amount of cash to collect. One Cash type
is generally sufficient. In the example at right
the drivers would know whether to get cash
from the rider, whether to look at a pass, or
whether the driver needs to collect a ticket.

©Mobilitat, 1999-2009 March 2009

E Fare Types [= = |@
QREBE e Lo |

Order |Fare Type |Status | -

L REQUIRED Active

| 10 M Active

| 20 Cazh Active

| 20 CaSfouchers Active

| 20 Direct Bill Active

| 20 Office Active

| 20 Ticket Active

| 20 Pass Active

] 20 Punch Card Active
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Chapter 12

Rate Types

Click on Admin, Programs & Fares then Rate Types

Rate Types & Brokering

The Rate Types table provides the transit system the opportunity to broker trips. This section provides

the transportation manager with a convenient way to detect which sub- contractor can provide a ride at

the most cost effective price. Of course the rate type table does not do that by itself, but it sets up the

necessary formulas for Easy Rides to calculate the cost of a brokerage trip.

When setting up rate types, list any provider with
which you sub-contract rides. If you are not
currently sub- contracting rides with any other
business or organization you can complete this
table as necessary. You may want to gather this
information even if you are not currently
brokering rides, because it could provide you
valuable data to evaluate whether brokering a
ride is a cost effective option. In this example,
Yellow Cab charges $5.00 to get into the cab and
$1.10 per mile after that.

Please also reference the Provider table in

Chapter 13 to make sure that you are assigning the data appropriately to each table.

©Mobilitat, 1999-2009 March 2009

B Rate Types [ [ ==
QERE e[« ]
Order |Hate |Ba$e Fare |Mi|eage Flate|5tatus | -
t REQUIRED I 0 Active
B A I 0 Active
] 10 Service Area 2 0 Actve
] 20 Mon-Service Are 4 0 Active
] 30 Volurteer I 0.65  Active
] 40 Conbract I 0 Active
] A0 ellow Cab 5 11 Active
| B0 Checker Cab 10 0.25  Active
| 70 Your Ride 15 0 Active
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Chapter 13

Providers

Click on Admin, Programs & Fares then Providers

The Providers table lists the organizations that will be

E Provdders
providing rides to transit customers. Often times a - _
. . (e ] -
transit system has only one provider....themselves. If uuuu m
that is the case you will have one listing in your table. Order |Provider |Rate Type | Description®
Ld 5 Telecare M2,
_ 9 Volunteer  Waolunteer Ma,
Brokering Transportation | 10Ma M,
As transit systems expand, brokering trips is sometimes | - 10 Whesls  NA NA
) . . . _ 10 Cherry Lift - MA, M,
an economical option to meet riders’ needs without | 10 Ta elowCab | Cost of the Yellow Cab ride
investing in additional equipment and staff. Systems | 10]Other NA N&

that broker services may work with one or more providers. Schedulers frequently become “Mobility
Managers” because they are scheduling trips across geography and across corporations.

A “Mobility Manager” will evaluate the cost effectiveness of the trip and book the trip with the most
economical or appropriate provider. Use the Provider table to identify the different transportation
providers which partner with your transportation system. This table enables the user to document not
only the rate types that will be used, but the provider address, contact person and other vital
information required to make a trip or process a bill.

Volunteer Providers

Volunteer Providers are also included in this table if they provide transportation documented by your
system. Frequently volunteers are reimbursed on miles driven and they too need to be set up in both
the provider table and rate table to assure that they can be properly reimbursed.
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Chapter 14

Clients & Attributes

Click on Admin, Clients & Attributes then Age Groups

There are just a few more sections needing to be completed before we start entering client data. To

provide for consistent reporting some client attributes have been pre-programmed into the software.

These include Age Groups and Ethnic codes.

Age Groups

The types of age groups having been predetermined are:
e Child

e Youth

e Adult

e Elderly

Changing Age Groups

In Easy Rides, an adult is considered to be anyone from 19 to 60 years of age. It is possible to change
these age ranges or add new topics. For example if you want to change the term Elderly to apply to
anyone 65 or older:

1. Click on the Age Value field on the row for “Elderly” to highlight the field

2. Change the age value from 60 to 65

3. Click the checkmark

4. Click the OK button

It is important to accurately collect the —
birthdates of riders to ensure the proper icon &0 Age Groups b=

is displayed next to the riders name on the (o [t [ [ =] ] [ 2
- ¢l | Lok |
dispatch board identifying riders by age. Below \_“_“_“_/ l_l

are samples of the icons. S Order |::‘Tt |Age ""a":ﬂa|5tatul t_ | -
LI Clive
] 20 Elderly G0 Active
E B 20 Youth 3 Active
Elderly Ambulatory _ 40 Child a Active

a A0 kA -1 Artive
c Child Ambulatory

P Youth Ambulatory
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Ethnic Codes
Click on Admin, Clients & Attributes then Ethnic Codes

The types of ethnic codes having already been pre-programmed into the Easy Rides System include:

e African American

e (Caucasian

% Ethnic Codes = | =[]
e Hispanic
e Pacific Islander lﬂ\ll|i|EE| e | ok |
Order |Elhnic |Status | B
These are the types of headings that have L4 M, Active
appeared in most recent government reporting. It | — 10 African America Active -
. . . . 20 Caucagian Active
is possible to add additional ethnic codes (ex. 7 30 Hispanic Active
Mixed race, Native Hawaiian etc.) | 40 Pacific Islande Active
| B0 Aszian Active
A . ] 80 Mative American Active
Adding Ethnic Codes 100 | Unknow Bctive
To add additional Ethnic codes: -

1. Click on the “+” symbol

Assign an order to the new category
Type in the new category under “Ethnic”
Click the checkmark

Click the OK button.

ik wn

Why Ethnic Codes Are Important

Documenting client race is important to show that your transportation system is serving the whole
community. When inputting information about clients encourage staff to correctly gather and input this
information the first time a rider is added to the Mobilitat transportation system. Once this data is
correctly stored, any trips scheduled by that rider will include the ethnic code and enable transportation
managers to produce reports showing the number of trips provided to community members by
ethnicity.

Statuses
Click on Admin, Clients & Attributes then Statuses

Statuses can be used to designate Client specific attributes such as:
e Uses Large Wheelchair
e Uses Leg Extensions
e Uses Oxygen
e Has Service Animal

This list can be customized for your needs.
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To add Statuses:

1. Click on the “+” symbol

2. Assign an order to the new category

3. Type in the new category under “Status
Code”
Click the checkmark

5. Then click OK.

Affiliations

ﬁ Statuses
L= o)) =] 3
Order |Status MHame |Status |
Ld N, Active
| 20 Dementia Active
| 20 EXLGWC Active
| 20 Hearing impared Active
| 20 Ouygen Active
| 20 Seizures Active
| 20 Service Dog Active
20 Sight impaired Active
B 20 Speech impared Active
B 20 Tracheaotomy Active
B 20 Tranafer Active
H 20 Use Lt Active

Click on Admin, Clients & Attributes then Affiliations

This item can be used in conjunction with Contacts & Contributors. Your system may have certain

groups who ask for information on your statistics or you may need to list your contacts under a

particular group for mailing purposes.

To add Affiliations:

1.

2.
3.
4

o

Click on the + symbol.

Assign an order number.

Enter a name in the name field.

Enter an address if applicable.
Note* In order to use the list for
labels, it is best to separate city,
state and zip into their respective
columns.

Click the checkmark

Click “OK".

Contacts and Contributors
Click on Admin, Clients & Attributes then Contacts & Contributors

=5 Affiliations

(=== s
| Qrdder |Name Mail &dd| »

3 1 Supervizors 91 Irndus!
2 Physicians (1) E
3 Adult Foster Care Ma
4 Communites Action Parthers [V
5 Advizar Commitee M,

Easy Rides has included a place for your system to keep track of your contacts and contributors. This will

allow you to create mailing lists and labels. Some systems have community partners contributing funds

or equipment to the system. Maybe you have customers who live in group homes or foster care. These

lists can be used for mailing thank you notes, or service alerts, etc.
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The form can be used several ways. As a general contact, you would enter just the contact information.
If this contact is associated with an affiliation, you would click inside the Affiliation box and a list of the
affiliations will be available for you to choose from. By clicking on the “C” box, the client list will become
available and you can associate this contact with a particular client.

E Contacts =0 =R
BRRRBERE 3

Affiliation First Hame Last Name Relation Motes |-

D, Hfuhrubwre Physzician

Phones Address C

BEE1212 123 Sesame St

M Mesw ok, M B7E54

J|Call [V|Mail Active -
Last Mame Filter =

h Detail View | Ok || ] Dlese |
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Chapter 15

DB List and Other Options

Mobilitat provides several additional fields that can be tailored to a particular transportation

provider’s unique needs. The fields are created by selecting

Global Options, Configuration then
Custom Lists

From here, we checkmark the desired
field, label as desired and click OK.

ERWHility -- [T-CTAA: ERides-Kokomo]

File Admin Heports Archive Global Options Tools Help
) Alphabetical Affiliations
This
— Age Groups —
Sites & Zones » o
Cities
Programs & Fares b =
Personnel & Vehices »

Contacts & Contribukaors
Ethnic Codes
Fare Types

Clients & Attributes
THCUNIrg FeErEurrier o

Recent Client Birthdays [54)
Recent Perzonnel Bithdaps

r

Funders
Funders {Secondary)
Jurisdictions

MDTs
Personnel
Providers
Purposes
Qualifications & Personnel Events
Ratke Types
Routes
I G Report Sites

ToTIR ite Miles/Speeds

wIMo Statuses

YIME yehicles

: HE Yehicle Event Codes

R “ehicle Types

¥ITn  Zones
Bike {Reference)
Farm Animals i
DB List 2

DE List 3
DB List 4
DB List 5

Similar topics needed to be grouped
together under the same DB List. Examples
other systems have used these fields for
include:
e Income Status of customer

0 Above poverty

0 Below poverty
e Heavy Lift Required

O Yes

o0 No
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Configuration

Custaorn Lists

Global OEtions

Installation Setup

Cuskam Lisks

Cuskorn Lisk Display Mamne [Select Only]
Click ko change list name. Check ko set as Select Only.

#0[Bike | #3|DB List 3 |O
el -
#2[DB List 2 | #5(DB List 5 |O
#6|DB List 6 | O] #7|pBList7 |O

Client Item 1 |Client Item 1
Client Item 2 |Client Item 2
Client Item 3 |Client Item 3

To do this, we select

Admin, Clients & Attributes

Next, we enter the choices for the fields we created.

We see the fields we created. We select one which

opens the Edit items window and proceed to add

the choices.

Edit Farm Animals (DB List 1)

(Il (=] ] o o
Order |Falm Animals Item |Falm Animals Code|5tatus fad
o 100 Cat Pet Active
o 100 Chicken Bird Active
o 100 Cow Bavine Active
o 100 Dog Pet Active
_ 100 Duck Bird Active
| 100 Goose Bird Active
1 100 Horse Equine
v
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Chapter 16

Reports

Monthly Rides Report

Although the Easy Rides Monthly Report Screen may seem daunting when you first look at it, it provides
a comprehensive and straightforward way to obtain management and administrative information about
the rides you deliver. This report uses information contained in the Trip Archive table. An on-line
training video of this of this report is available at: http://www.mobilitatsoftware.com/support/training-
videos/general-reports (User name and password required to access)

When you first open the report you will see the following screen:

E General Reports | =[]
From Date To Date Trips Clients Passengers Total Fare Trip Miles Client Odom Total Odom Records
02/25/2003 - 02/25/2008 - O 1] 0 0 il a a i
- Client Pickup City Delivery City Fare Type Purpose Spcl Needs Trip Code
(%] e Al v Al L - | | | Al -

Driver Age Group Jurizdiction Provider Ethnicity Pickup Zone Delivery Zone
|l - |[ & - | |an - | [an - | & > | a0 - |al |
Yehicle Funder Sec. Funder Boute Rate Type Client Status
[ -|[an - | |an v | a0 v | & | &l -
Income Sp Stats DB List 3 DB List 4 DB List & DB List 6 DB List 7
|l -| | -| | v | a0 v | & v | |l v | |l |
First Second Third =T T
0 [T
Order by | pgn; | |Pickup Time  ~| |Pickup Time = |[Z] Show Report |é| i

|Tri|:| Code |F'r|:|vider |Ethnicily |Elient Statuz |Age Grnml Purpoze |F'ickup Time |.&clual Pickup Time |F'ickup Zohe |

| &b Summary | | &b Porait | |§ Landscape |

lose |

Eu

The screen has four different areas.

This area gives you a summary of your query (the questions you want answered).

[ =S

Trips Clients Passengers Total Fare Trip Miles Client Odom Total 0dom Records
0 0 0 ] 0 ] 1] 1]
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This screen contains the query details.

e Client Pickup City Delivery City Fare Type Purpose Spcl Needs Trip Code
&) 4 Al v Al v Al - | 4 - | |4 | -
Dnver Age Group Junsdiction Provider Ethnicity Pickup Zone Dehvery Zone
| v || a0 v | | a0 v | | v| &l v | | v | | an |
Yehicle Funder Sec. Funder Boute Rate Type Chent Status
Al v || v | | - | [ - | La v | a0 -
Income Sp Stats DB List 3 DB List 4 DB List 5 DB List b DB List 7
&1 - | | - | -/ | -| -| | - | -

This part of the screen contains the information you want to see (the results of your query).

|Elient Mame

|Actual Delivery Time

|Elient Statuz |Driver

|F-EIIE Type |Fare

|Funder

|Heferenct|Jurisdicti

The buttons at the bottom of the screen govern your output choices:

| ¥ Go |

DEFINING YOUR QUERY

| %Summar}l| | &

Piartrait | | &S Landscape

(]

loze |

To begin displaying information, all you need to do is select the information you want from the drop
down boxes and then press the Go button.

For example, the following screen contains summary information about the time period 12/01/2008 to

12/31/2008.

EGeneralRepor‘ts = [ = (3]
From Date To Date Trips Clients Passengers Total Fare Trip Miles Client Ddom Total Odom Records
12/01/2008 = 12/31/2008 ~ FE155 438 9877 16143.00 160231.00  150273.00 0.00 ]

e Client Pickup City Delivery City Eare Type Purpose Spcl Needs Trip Code
=D 2l - Al > [an | [ | [ - | [ -
Driver Age Group Jurisdiction Provider Ethnicity Pickup Zone Delivery Zone
Y ML -] [ - [an | [ | [ -] [ -
Yehicle Funder Sec. Funder Boute Rate Type Client Status
[ ML =] [ =] [ - | [ -] o -
Income Sp Stats DB List 3 DB List 4 DB List 5 DB List 6 DB List 7
[l | [ | [ - | [ | [ | [ - | [ -
Firzt Second Third O i
Order by [Client vJ IPickup Tirne v‘ [Pickup Time = ‘|:| Show Report B fi

To see the detailed information, check the "Show Report" box then click the OK button again.
This will display all the individual information summarized at the top of the screen.
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CHOOSING OUTPUT INFORMATION

To customize the columns displaying the information you want to see, click the Edit Columns button.

Firzt Second Third On Tl
Order by | Cjient v | [Pickup Time = | | Fickup Time  ~ |["] Show Report B
|Client Mame |.t’-‘n.ctua| Delivery Time |E|ient Status |Driver |Fale Type |Fare |Funder | erent Edit Columns

This will display the “Select Parameters for Viewing” window:

To include more information in your results, we highlight

. s ” Select Parareters for Viewing

desired parameters from the “Hidden” column and press

. . " " Hidden Shown
the right arrow key to move it into the "Shown" column. To Base Fare . Neme
hide information, we highlight parameters from the ol fctual Delvery Tine
"Shown" column and press the left arrow. To move all the po Lt (5] E;':f}ype
parameters right or left, we click the corresponding double || BB LS —|fEe
arrows. To change the order of the items in the "Shown" BE"tﬁr‘jﬂddm =l 2] fisterance
column, we click and drag the parameters up or down as B:}:x:g;g:; . *?55533‘;”

. . . . Drapoff City | < | Provider
desired. When we have customized the information to our Mileage Rate — | Ethriicity
satisfaction, we press the "OK" button to confirm the Humber of Atiendans [«] E;gﬁj;?ime
changes. This closes the window. Pressing the "Go" button Nianber o Siae o B ehap Time
again displays the new information. Qdom DE

Odom PU
D.dom Start
CHOOSING REPORT OUTPUT OPTIONS Fiokup Addess e
LV 0K 5 Reset

When you have a report you'd like to print, you have
several options.

To print the information you have displayed, choose whether you want the report printed in Portrait
(vertical) or Landscape (sideways).

To print only the Query and its results, choose "Summary".

If you want to save your data in another format, choose "Write to File". This option will give you the
choice of saving your report to an Excel file or saving it as text.

Mileage/Time
The Mileage/Time report shows Revenue Hours and Mileage, and Non-Revenue Hours and Mileage. You

are able to edit the log to correct any discrepancies. An on-line training video of this of this report is
available at: http://www.mobilitatsoftware.com/support/training-videos/mileage-and-time/
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Click Reports then Mileage/Time

-

E Mileage Tirme Log ==
From To Record Count . Mate: Miszing or incomect entries lead
02/01/2003 ~ 02/28/2009 ~ 150 Vehicle g sigrificant miscalculations in totals.

] ] Revenue  Mon-revenue
Route Driver Vehicle Mileage 1.832.00 370,00
wiley - || - || -

Time [hrs] 154.917 40.833

1st Order  Z2nd Order  3rd Order

L i e ehicle v |[Time v |[Mieage +| |\ EditOdometer/Time

Route Drriver Wehicle Event Date & Time Odometer| Afdas | S =«

Wfiley . Brian C 1600 147521
| Wfiley Frank., Brian 15 02 Ford &ero T Mon-Revenue 1540 147514 700 0
| Wfiley Frank., Brian 15 02 Ford &ero | Revenue 02/28/03 1400 1474930 240 1.
| Wfiley Frank., Brian 15 02 Ford &ero | End Service 02/28/03 1300 147430 000 1.
| Wfiley Frank., Brian 15 02 Ford &ero | Revenue 02/28/03 0300 147440 BOO Bl

Wfiley Frank., Brian 15 02 Ford &ero T Mon-Revenue 02/28/03 0700 147433 700 11
| Wfiley Frank., Brian 15 02 Ford Aero | End Service 02/27/03 1600 147433 0.0 151
| Wfiley Frank., Brian 15 02 Ford &ero T Mon-Revenue 02/27/09 1525 147424 50 0!
| Wfiley Frank., Brian 15 02 Ford &ero | Revenue 02/27/03 1400 147403 2.0 1.
| Wfiley Frank., Brian 15 02 Ford &ero | End Service 0242703 1300 147403 000 1.
_|'wiley Frank.. Brian 15 02 Ford Aero | Revenue 0242709 0751 147343 540 & _

.
-

| Go | |[E]wieToFie| | Jf| Close |

The information shown is for the Wiley route from February 1- February 28. The route traveled 1,832
miles and spent 155 hours in Revenue service (this system also tracks non-revenue miles or hours but
some systems don’t). Using the drop-down boxes will allow you to choose the information you want to
see, and the way it will be displayed.

The dark red line divides the entries by day. The tan colored entries indicate a period of time (between
the first and last entries for the day) that exceeds either 8 hours in service, or more than 200 miles
traveled for the day. Mileage discrepancies will show the incorrect entry in light red.

To edit entries: highlight the row you wish to change. Click on “Edit Odometer/Time”

See next page.
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E Log Odorneter and Tirne = |[-E)][sESs]

Display Controls

rganize By Select From To
[Foute - || wiley | ooie - ozeems -
Wiley (15 02 Ford dero Te = | Fieszer, Birian | MonReverve v 02/27/08 ~ 0700 14723600
Route |\-"ehic|e |Dliver |Event |Date |Time dometer | -
Wfiley 15 02 Ford Aero Tech | Frank, Brian End Service LA — 147341.00
iy 15 02 Ford Aero Tech  Frank, Brian NorReverus Clickin this box to 147332.00
— - correct the entry
_ Wfiley 15 02 Ford e Tech | Frank, Brian Revenue 147302 00
_ Wfiley 15 02 Ford e Tech | Frank, Brian End Service 0242709 1300 147302 00
filey 15 02 Ford Aero Tech | Frank, Brian Revenue 07eg E g p )
Em 5 02 Ford Aero Tech |Frank, Brian MNon-Revenue ﬂ
_ filey £ 97 Ford E-350 Abbott, Wayne End Service 1315 24290 00
_ filey £ 97 Ford E-350 Abbott, Wapne MHon-Fevenue 0z/24/09 1247 284886.00
_ Wiley £ 97 Ford E-350 Abbott, Wapne Revenue 02/24/09 090z 28483400
Wiley £ 97 Ford E-350 Abbott, Wapne Mon-Revenue 02/24/09 0300 28482700
_ Wiley 15 02 Ford Aero Tech  Frank, Bran End Service 02/22/09 1600 147236.00
_ Wiley 18 02 Ford Aero Tech  Frank., Brian Mon-Revenue 02/22/09 1827 147228.00
_ |l 15 02 Ford Aera Tech | Frank, Brian Revenue 02/22/09 1400 14720500 _

M1 Clas=

In this entry, we can see that the wrong mileage was entered for 2/27/09 for the beginning Non-
Revenue entry. Click once in the Odometer box to correct the mileage then click “Update Row”.

To add or delete rows, use the “Delete Row” or “Insert Row” buttons.

This report needs to be carefully reviewed for accuracy. Discrepancies in mileage and time will affect the
On Time Performance Report, and we will have incorrect information when reporting Service Hours and
Mileage to funding partners.

Pick Up Performance

The Pick-Up Performance report shows on-time performance in several different ways. We can see how

the system as a whole is performing or sort by individual vehicle, driver or route. An on-line training
video of this of this report is available at: http://www.mobilitatsoftware.com/support/training-

videos/pickup-performance

Click Reports then PickUp Performance.
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e

-

E Performance [ [ = | [ES]
From Date To Date VYehicle Driver Route Order By
02/01/2009 [ o2/28/2009 [ [al | - ~| [PickupTime  +|

Int¥l  Min Max
BR (+]=][=] o] [T F50 7 [ElwieTofie| [ Pichat | 15 50
Schid. PickUpTime  |Actual Pickup Time | Difference [mid » | Interval Count Percent -

_|02/28/2009 15:10:00 | 02/28/2003 15:07:00 3 e aT ¥

_|02/28/2009 15:10:00 | 02/28/2009 15:08:00 2

_|D2/28/2009 15:20:00 | 02/26/2009 15:22:00 2. || 30toA3 248 564

_|p2/28/2009 15:30:00 | 02/28/2009 15:25:00 5 T5w0 2065 1694

02/28/2003 15:30:00  02/28/2003 15:35:00 5.

| 2/28/2003 15:30.00 | 02/28/2008 15:03.00 2, |28 1058 24.20

_|02/28/2009 15:35:00 | 02/28/2009 15:15:00 20. |/ 15ta30 73 1.6

_|02/28/2009 15:40:00 | 02/28/2009 15:45:00 5 |1 <

_|02/28/2009 15:40:00 | 02/28/2009 15:35:00 5. .

_|02/28/2009 15:45:00 | 02/28/2009 15:35:00 0.

_|02/28/2009 16:00:00 | 02/28/2009 15:55:00 5.

_|02/28/2009 16:00:00 | 02/28/2009 15:51:00 9

_|0z/28/2009 16:05:00 | 02/28/2009 15:50:00 5.

_|02/28/2009 16:24:00 | 02/28/2009 16:14:00 0.

_|0z/28/2009 16:30:00 | 02/28/2003 16:15:00 5.

_|02/28/2003 16:30:00 | 02/28/2009 16:05:00 25

_|02/28/2003 17:00:00 | 02/28/2009 16:57.00 3

_|02/28/2009 17:00:00 | 02/28/2009 16:45:00 5.

_|02/28/2003 17:00:00 | 02/28/2009 16:42:00 8.

»|02/28/2003 17:05.00 | 02/28/2009 17:12:00 7=
L F

This report shows a 1.5-hour pick-up window. The industry standard for on-time performance is to
include all rides 15 minutes before a scheduled pick-up and 15 minutes after. Those three columns,
added together, indicate 3,381 rides were picked up on-time. The chart is printable and can be used to
show staff how well the system is doing or where some efficiencies need to be gained.

Rides Analyzer

The Rides Analyzer is our advanced reporting tool. It can perform the same tasks as the Rides(Monthly)
report, but it can save multiple queries so we don’t have to manually set the query each time we use it.
It can be used for getting common count information such as how many No-Show trips were takenin a
given time period. It can also be used to get a data set to further process in Excel and it can be used to
track which rides have been billed and paid.

Click Reports then Rides Analyzer
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Select File then New to create a new report and give it a name.

a Ride Analyzer: Mew Repaort Feb 01 2009 to Feb 28 2009

[ M Load | 02/ /2009 -
02/28/2003 -
Layouts | Fields |
Reports Rows | =
Inzemvice Subszcription T 0
Ot af Service Subscripti O :‘—‘
AR Contract Delivered 0
All Delivered Rides 0
Mo Shows 0 Report Mame

A Denials 0 T ers
INS 1]
AR Caontract Subscription O

Wan program

All Mo Show Rides

[ ok || cancel

Escorts
wheelchairs
ADA Delivered

" | Cancelled

_.t’-'«rea 4 Sunday

b Subszcription Rides
" | Refused

: Q0 County Delivered

County Delivered

o o o o o o oo oo o

| tdanthly Repart

Enter a query in the query field. In this case we want to know all of the No Show trips. A trip’s status is
set by a value called TripCode. A TripCode of 4 means a Delivered trip, 5 means No Show.

E Ride &nalyzer: All Mo Show Rides Feb 01 2009 to Feb 28 2009
File Edit ‘iew

[ Load 02/01/2009

02/28/2009 =

Layouts | Fields TripCode = & _ Query

Reparts FRows | =
Inzervice Subscription Tri 0

1 Ot of Service Subscriptii 0 :‘—‘

_.t’-‘n.Fi Contract Delivered 0

" &) Delivered Rides

1 Mo Shows

| Denials

TINg

_AFE Caontract Subscription

Wan program
Escors

0
]
]
]
]
]
]
" wheslchair: a
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Now that we have created the query, we want to load it for a specific date range.

E Ride &nalyzer: &l Mo Show Rides Feb 01 2009 to Feb 28 2009
File Edit “iew

[ D Load | 10/01/2008 -

o o 7]

Lapouts | Fields | | Octeber, 2008 v
Reports Sun Mon Tue Wed Thu Fri  Sat
Inzervice Subscripl 28 29 30 1 2

5 b6 7 g 9

=1 1 12 13 14 15 16
AR Contract Delive 109 20 1 12 23

" | &)l Delivered Rides % 37 22/ 9 3
Mo Shows 2 3 4 5 6 2 a
[ Today: 02/27/200

1 Out of Service Sub

Denialz
IMS 0
_J\.n | P R T P IR -]

After selecting the start and end date, click the load button and Rides Analyzer will load the data for our

new query along with any other queries we have previously created.

Once the data has loaded, the number of results for each query will be displayed in the Layouts tab.

File Edit “iew

| [ Ciose |

Layouts : e '
Feports Riowes TripCode =5'
All Rides 5003 |7

_Insewice Subzcription Tri 1116

Out of Service Subscripti 94 llN?ame tFunder trHat.eType =
" | R Contiact Delivered | 732 lre'”ze"c’:”rl‘ ’:H” T ge'vfce i'ea
= . . ones, arene = EMVICE AMed
—A” Deleien By 4E51 I Kendrick, Barbara Self Service fArea

3 = li= Brunzwick Inn | Service Area Main

W Denials 0 1 :?l?:rr:' ation pHel Self Service Area
_lNS 520 B ell Self Service frea
_'QH Eontract Subscription 760 I Monk, smada AR County Mon-Service dre
_|an program 21 : Mackenzie, Melanie Self Service Area
_ESCU“S 217 Mackenzie, Melanie Self Service Area
_|'wheelchairs 383 | Frederick, Abby-Gail | Self Service Area

AD4 Delivered 3345 | Patmer, Lou Self Service Area
| Cancelled 1m0 : Palmer, Lou Self Service Area
_Area 4 Sunday 39 Farsans, Dorathy B Self Service Area
B Subscription Rides 1932 il Farzong, Dorathy B Self Service Area
" |Refused 5 " |Files. doan Self Service Area
| 00Caurty Deliverad 320 : Friezen, Jackie AR Contract | Mon-Service Are
Tl County Deliverad 1908 _|'woadle, Jeanette Self Service Area =
| L i 5003 Flokweil  [Ererzms 0K toPay 02/27/2003

[l a] - | [ [(Bwsetore | [ figwe ]|

The Fields tab contains a list of fields are available to use in queries. Checking the box next to a field

adds it to the data shown in the main results area.

Double clicking a row in the main results window opens the Trip Ticket corresponding to that record.

From there we can edit any of the data for that trip.
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At the bottom of the main window there is a tool we can use to mark two fields for all of the records in
the current query. Ok to Bill and Ok to Pay can be assigned a date. If you check these boxes it will assign

the date selected to the current record. This can be used to mark what tickets have been invoiced
and/or paid. -
10K toBll  02/27/2009 = ] 0KtoPay 02/27/2009 =

To save the output of I ™ “ - “ - “ [ “ - ‘ I o ‘ I 2 wiite To File ‘ fLQ':'SE
areport, click the

Write to File button. This displays a “Save As” dialog box allowing us to specify where to save the file
along with the file type.

The preferred type is Microsoft Excel. This allows us to open the file in Excel and format the data as
needed.

B Save A3 (=53]
'::/'K:j |‘-._,i, v Computer » Local Disk (T » - |&f| Search o
File name: Mo Shows_Octl108- Oct3108 -
Save as type: \Microsoft Excel (*.xls) vJ
¥ Browse Falders T B ] I Camed J
Select the
file type
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Chapter 17

Global Options

Global Options allow you to set defaults on some items and to customize others. As with all
database items, we recommend you set the item defaults before beginning to use the program
in real-time.

Configuration

Click Global Options then

EConfiguration ===
. . — | (Global Options
Configuration Glabal Optians
Address Select Only Assign Bus Order By

. L Custom Lists | Log Yehicle Odometer Bus # Driver

There are three sections within “Ride Reminder™ icle T
/| Log Yehicle Time Bus Route

Conflgu ration. 7| Use Today as Ticket Default

| Bulletin Board On

| Use 'MA' as Znd leg default route Paink-To-Paink Time Estimate

| Auto Refresh Disptach Board

Global Options

/| Optimized Refresh

| show Quit Confirmation

Addl'ess Select OnIV |§| Installation Setup Short-Term Rerun Days B0 §

When a system chooses to install the = Blacked Rerun Trip Codle [Syspended -

GIS/Auto Scheduling feature in Easy Operational Change of Day  0:00:00 :

Rides PIUS add resses in the Chent scheduled time alteration notice (minutes) 15 =
7’

database need to be entered in a Defiaut Geo-Code State | CA - Caifornia v

particular format. This allows the geo-
coding function to not only find the
address, but associate it with a latitude
and longitude and store it for future [ Lok | [ % cancel |
use. Choosing this option will force the
scheduler to enter the address the correct way. This also prohibits arbitrary addresses such as
“Walmart” with no physical address. Physical addresses are important; everyone in town knows
Walmart is out on Route

13, but the computer does not. It has to have a latitude and longitude associated with it in
order to allow the Auto Scheduler to place trips in a logical order on the routes. Place names
are allowed (such as Walmart), but they need to be entered the correct way.

Log Vehicle Odometer/Time

These sections work together to allow your system to track revenue and non-revenue time and
mileage. If your system dispatches in real-time, your drivers are calling you each time they pick
up and drop off passengers. Easy Rides provides a place for you to do this manually. (If you have
Mobile Data Computers in your vehicles this operation will occur automatically). To enable
these actions, click on Log Vehicle Odometer. Return to the list by clicking Global Options, then
Log Vehicle Time. These actions place a check mark next to each option to indicate they are
enabled. For instructions on using these features, please see the Easy Rides manual.
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Use Today as Ticket Default

When you first open a trip ticket, the date field flashes red and is set to a particular date. You
can choose to have this date always default to today. A check mark will indicate the feature is
“on”.

Use ‘NA’ as 2™ leq default route

Users have the option of Using ‘NA’ as the second leg default route. Selecting this allows us to
choose the second leg route rather than have it automatically assigned to the same route as the
first leg.

Auto Refresh Dispatch Board

This option causes the Dispatch board to automatically refresh once a minute instead of having
to manually trigger the refresh. I

| Refresh | > | s> | Refresh
Optimized Refresh

This option speeds up the refresh process by refreshing only the trip tickets that have been
touched in the last hour (best for systems with one or two computers).

Show Quit Confirmation

Eliminates the confirmation message, “Are you sure you want to close Easy Rides?” when
exiting the Easy Rides application.

Assign Bus Order By

When a scheduler or dispatcher needs to assign or reassign a vehicle, they have the option to
have the list displayed by Bus#, Bus Name, Route Name or Driver Name, all in alphabetical or
numerical order.

Bulletin Board On

If your dispatchers/schedulers will be using the bulletin board feature to communicate, you will
need to enable this option. To enable, simply click on the feature in this list. A check mark will
indicate the feature is “on”. For instructions on using this feature, please see the Easy Rides
manual.

Point-To-Point Time Estimate

This option allows users to view an estimate of the time from one point to another.
Short-Term Rerun Days

By choosing this option, the transit system can set a default period of days for Short Term
Reruns. This feature is explained in detail in the Easy Rides Manual.

Blocked Rerun Trip Code

This option allows users to select how suppressed, expired and locked-out reruns are to be
tracked.

Operational Change of Day

Designed for transit systems that provide rides outside of regular business hours, this option
allows users to choose when their day changes.

Scheduled time alteration notice (minutes)

If trips are rescheduled outside of the time limit designated (defaults to 15 minutes), effected
riders are listed so they can be notified of the change.

Default Geo-code State

Select the default state for geo-coding
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Installation Setup

This feature is used by Mobilitat to set the different versions of Easy Rides as per the contract

Custom Lists

When a system chooses to use the
Custom Database Lists, the option is
given to either create a drop-down
list that schedulers or dispatchers
use for selections determined by the
administrator, or the system may
choose to allow schedulers and
dispatchers to fill in information on
these lists as they choose. For
example, a list may contain special
codes for a particular funder. Pre-
determined codes can be entered as
a drop-down and staff may only
choose codes on the list. To ensure
they only choose these codes (and
do not enter other codes) you would
set the option here to Select Only for
the List that is confined (DBList1, 2
etc). To allow staff to enter

E Configuration

Global Cptions

*Ride Reminder*

|§| Installation Setup

Custom Lists

Custorn List Display Marme [Select Only]
Click ko change list name. Check bo sek as Select Only.

#0 Reference
#1 Income
#2 Sp Stats

#0o DB List b

Client Ttem 1
Client Item 2

Client Item 3

o
o

<+

Client Item 1
Client Item 2

Client Ttem 3

=8 Eol )
#3 DB List 3
#4 DB List 4
#5 DB List 5
#7 DB List 7
| /OK || XCancel|

information without constraints, simply “uncheck” the item.

Ride Reminder

This feature allows users to select and automatically contact clients reminding them of their
upcoming trip. A customized, pre-recorded message is played, with the date and time of their
first scheduled pick-up inserted into the message. A web interface displays the outcome of each

call. Contact Mobilitat for details.
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Auto Scheduler
Click Global Options then Auto Scheduler

The following screen is where you will set parameters for the Auto Scheduler functions.

E Suto Schedule Settings @
S — > - . ~
Early Window Laie Window
< | > < ] >
Early Pickup  Laie Pidogp Early Dop-off  Laike Dop-off
* C 1 >
Wait Time Expeci_!d M;a:_ci:mmtTrmel T
Tichet’s Piceup Time Trawel Time Time Facior Ticket's Dmop-off Time
1. Early Window | %; 5. Early Drop-off 10 %;
2. Late Window 15 = 6. Late Drop-off 5 =
3. Early Pickup 15 3 7. Wait Time 3 =
4. Late Pickup 10 = 8. Travel Time Factor 25
Advanced
/| Evaluate Past Trips Address Radiuz 00028
| W 0K | | 3 Cancel |

The fields above will be set to time increments for use by the Auto Scheduler. When the Auto
Scheduler is used to route your drivers for pick-ups, it uses this information to determine pick-
up windows for the tickets and places them in the most efficient order.

If your system uses a 15 minute pick-up window, you can tell the Auto Scheduler to schedule
your trips with an allowance of 15 minutes on either side of the requested pick-up time. The
Early Pick-Up would be set to 15. The Late Pick-Up will be set to 15. This will ensure trips are
scheduled so these windows are not compromised.

The Travel Time Factor can be set to allow the Auto Scheduler to use the information (posted
speeds, construction data, etc) given by the MapPoint Software when determining travel times.
Alternately, if your drivers encounter a lot of slow moving vehicles, train traffic, etc, you may
want to increase the travel time to allow for this.
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GIS
Global Options then GIS

Predict Stop Times Point-to-Point

This controls how Easy Rides finds the estimate for travel time when you press the spacebar on
the Trip Form time fields. Systems can estimate stop times using the pre-calculated distance
between sites which we call Site-to-Site (this is the default method). The other method, Point-
to-Point is also available to systems with GIS. Using the Point-to-Point method is more accurate,
but does take a few seconds.

To calculate Point-to-Point, schedulers normally hold the ctrl key when they press the spacebar.
Mappoint is then used to calculate a route between the pick-up and drop-off to determine the
time estimate. With this option enabled, schedulers don’t have to hold the ctrl key. Easy Rides
will always calculate the estimates using Mappoint routing.

Calculate Mileage/Time

This option controls the Archive feature for calculating Odometer or Time values based on GIS
routing.
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Chapter 18

Archive

Archiving is the mechanism that moves your daily operational data into the database where all
your reporting functions occur. On a daily, weekly, or monthly basis, depending on the transit
systems needs, you will perform the Archive operation.

Click Archive then Move trips to the Archive

CI|ck!ng on' MF)ve trips to the Corfirm =
Archive” will display the screen to )
the right. You want to make sure no f | Please check to see that no one else is connected to the

one is working is Easy Rides for the database before you attemnpt to conduct an archive.

few minutes it will take to Archive. Archive now?
This will ensure all data is collected
for the reporting process. Click yes |
when you are ready. The screen on
the next page will be displayed.

Yes | | Mo

Choose the range of days to be
archived. If your system
reports on Suspended, No

Archive

Select the days to archive on the calendar.

! March, 2003 Drag-zelect to choose multiple days (up to 31].

. Sun Mon Tue Wed Thu Fri Sat Archive Tri ith Final Stat

Show, Canceled, and Denied » 23 24 5 26 27 8 ’J':D“I'_E d"Tp_s wih Final state
. 1 : 3 4 5 6 ? Ellvere: npsz
trips, make sure these as well . o Db 1w 7] Suspended Trips -
as the Delivered TI’ipS check 15 16 17 18 19 20 2 J| Ma Show, Canceled, Denied Trips
22 23 M 25 % 27T M
boxes are marked. 7 30 31 1 2 3 1 Create a filker to remove ather tips for client names
[ Today: 03/02/2009 which are not inteded to be archived
“ ” Filter
If you created “lunch break , Find A Filter out trip tickets containing:
" . n

or “break tickets”, or other Cient 1D [Name Lunch, Lunch
tickets that are not actual | 381 Adams Nita Break. Break
client trip tickets, you will want | —f 52 Adams. frene L<]

i ] 825 Adams, David .
to filter these out before you 2272 &dams, Paul - |=<]

archive. This will eliminate

. . | % Review | 0 Archive Ready Trips for the selected dates and filters.
them from being counted in —

i ) Cligrt P Time |F'L| Address DO Address
the total trips delivered,
canceled, etc. B
Click the Review button to . .
display the trips being archived —
and enable the OK button. ‘J'i\ | Click Review first ta enable OF, buttan | X Cancel |
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Confirm the date. When you click yes, a progress bar will show the archiving is being
completed. When it is finished the screen below to the right will pop-up.

Coanfirm 3

o Are you sure that you want to move the
selected types of trips to the Archive for
Mon Feb 2, 02

ERLItility2 3]

Your trip archiving has been completed

Delete Old Day Schedules
Click Archive then Delete Old Day Schedules

When you complete the Archive process, you no longer need to keep your old day schedules.
All information has been removed to the archive so you are now able to delete the old day
schedules. Make sure no one is connected to the database.

Canfirmm 3 Delete Dld Schedules
_ Check the ;Iays_ which zhould be
o Please check to see that no one else is connected to the deleted. This will F'E_”'”E”a”tl.'r'
database before you attermpt to delete old Day delete the route assignments
information.
Schedules,
Maon Jan 13 -
" . 3 Tue Jan 20
Delete old Day Schedules now? wed Jan 71
Thu Jan 22
Fri Jan 23
| VYes | | Mo | Mon Jan 26
Tue Jan 27
Wed Jan 28
We click Yes then click on each box to the left of the day ;ma“':gga |
schedules we wish to delete. The display to the right contains Mon Feb 2 1
le inf | database. Your list will show d e
sample info, not a real database. Your list will show days you Thu Feh 12
currently have open. Make sure you only delete past days that PJ; EEE 123
have been archived. x
| o 0K || XEanceI|
Delete Old Bulletin Board Messages

Click Archive then Delete Old Bulletin Board Messages
If your system chooses to use the Bulletin Board feature, this is where you delete messages you
no longer need.

Calculate Odometer/Time with GIS

This feature updates two fields in the trip archive used in the GIS odometer/time Verification
report. It must be run before the report tool will be able to analyze actual vs. expected mileage.
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Chapter 19

Tools

This section is a collection of Tools where you can perform certain actions on your data.

Edit Delivered Trips
Click Tools then Edit Delivered Trips

Once you have archived your daily trips, you still have the ability to change information on the
trip tickets.

The screen below shows all trips for 2/26/2009 that were archived. The default setting lists the
trips by route, by pick-up time. You can change the display with the “Order by” drop-down list.
Double clicking on a line of trip information will display the information on the screen on the
next page. You can edit rate type, driver, vehicle, trip code (delivered, canceled, etc), and the
time and date of the trip. You can also edit mileages here. This can be helpful to ensure you are
recording the correct mileage for funders that require you to report mileage on their clients’
trips.

£ Review Trip Tickets for Tue 02/26 =l =

Date  02/26/2009 [E~  OrderBy| Route - [ Count 299
- Fickup Time = —_—

Fiter |4l - Delivery Time ~ |5 | Fiefiesh |

Raute |Dw Name|Name |Trp I:odE|PU Time|PU Stam‘DD Time‘DD Stam|5trt Ddo |PLI Oda |DD Dda |End Eldn‘.f-\mount -
Bashful  Hager, Rolakovie Delivered 0825|0835 0930 0915 (000 000 000 (000 400
Bashful  Hager, Fio/Waren, |Canceled 0845 (0000 0930 0000 000 (000 000 (000 400
Bashful  |Hager, FoiHood, GeDeliverec 0910|0855 0930 0915 000 000 000 000 400

Bazhful Hager, Roi Perry, Pa Delivered 1000 0955 1022 1011 0.00 0.00 0.00 0.00 4.00
Bazhful Hager, Ron Mucci, B Canceled 1000 oo 1025 Qooo 0.00 0.00 0.00 0.00 2.00
Bazhful Hager, Aol Maffeo, b Deliverec 1030|1020 1050 (1036 0.00 0.00 0.00 oo 400
Bazhful Hager, Aol Ewing, G Deliverac 1111 1ol 1130 1123|000 0.00 0.00 oo 200
Bazhful Hager, Fol Shatfer, t Cancelec 1135|0000 (1150 0000 0.00 0.00 0.00 0oo 200
Bazhful Hager, Bo Lummis, ¥ Deliverar 1141 1135 1200 1148 n.o0 n.an n.on noo 200
Bazhful Hager. RolRollings, Deliverec 1330|1325 (1344 (1343 0.00 0.00 0.00 noo 400
B azhful Hager, Ro Holmstesz Deliverec 1400 1412 1416 1437 0.00 0.on 0.o0 noo 200
Bazhful Hager. RolEwing, G Deliverec 1430|1245 1443 1407 0.00 0.00 0.00 noo 200
Bazhful Hager. RoiLister, Dz Mo Show 1445|0000 (1450 0000 0.00 0.00 0.00 noo 200
Bazhful Hager, RofWatzon, Deliverec 1500 1500 1520 1512 0.00 0.00 0.00 noo 400

[ N [ ' s [RET T faatatal araa Ao "onn "onn Aonn P Nals] ENalal

n
4 I
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Edit Delivered Trips

Gattoni. Naoma

Boute Bashful #9

v Delivered -

VYehicle Driver Name and Mumber
3 01 Ford Supreme - Kicks. Don #13 - 101772008 ~
Scheduled Time Pickup Delivery
1105 1115
Actual Time Armved On Board Dehvered Departed
0000 1054 1104 0000
Ddometer Start Pickup Dehvery End
0.00 0.00 0.00 0.00
- Lookup/Calculate Mileage
Site PU| Empire "|
D[l| Sierma Pines A Site Table PU/DO  Start/End
Rate Type Base Fare Hate $/Mile Miles Amount $ -
Service Area ~| 2.00 0.00 1.0 2.00
Estimated | 1-0 2.00
| \/ 0k | | MHext Trip | | x Cancel |
Edit Odometer Time

Click Tools then Edit Odometer Time

There may be times you need to edit the Time and Odometer readings entered for the drivers.
The screen below was developed for that purpose.

E Log Odorneter and Time
Display Controls

= |[=] =S

rganize By Select From To
Route - || wiley - toie - osme -
=+ Dielete Row 3«: Inzert Row
Wiley (15 02 Ford dero Te = | Fieszer, Birian ~| End Sewvice > 1/3/08 v 1600 133454.00
Route Wehicle Diriver Ewent Date Time Odometer -
R 02 Ford Aero Tech r, Brian End Service 10431/08 1600 133454 00
_ Wfiley 15 02 Ford Aero Tech | Freezer, Brian Hon-Revenue 1043108 1525 133447 00
_Wile}l 15 02 Ford e Tech | Freezer, Brian Revenue 1043108 1385 13341500
_Wile}l 15 02 Ford e Tech | Freezer, Brian End Service 1043108 1285 13341500
_ filey 15 02 Ford Aero Tech | Freezer, Brian Revenue 1043108 0736 139357.00
filey 15 02 Ford Aero Tech | Freezer, Brian Hon-Revenue 1043108 ] 139347.00
_ filey 15 02 Ford Aero Tech | Freezer, Brian End Service 1043008 1600 139347.00
_Wiley 15 02 Ford Aero Tech | Freezer, Brian MHon-Fevenue 10430408 1524 13934000
_Wiley 15 02 Ford Aero Tech | Freezer, Brian Revenue 10430408 1400 133316.00
_Wiley 15 02 Ford Aero Tech | Freezer, Brian End Service 10430408 1300 133316.00
_ Wiley 15 02 Ford Aero Tech | Freezer, Brian Revenue 10430408 0737 1332617.00
Wiley 15 02 Ford Aero Tech | Freezer, Brian Mon-Revenue 10430408 0700 133251.00
_ |l 15 02 Ford Aera Tech | Freezer, Erian End Service 10/29/08 1600 135281000 _
j"L LCloze
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First select the way you want the information organized: by Route, Vehicle, or Driver. Then
Select the option to be displayed (in this case we chose the Wiley Route). Set the date range. To
add an event, click Insert Row. Mark the event by selecting Start Service, End Service, or Dead
Head. Fill in the time and date you wish the event to be recorded. Change the mileage if
applicable. To change the data in a row, simply highlight the row, change the data then click
Update Row.

Delete Trips
Click Tools then Delete Trips

RECOMMENDATION: Carefully consider the impacts this operation will have on your system
before deleting trips.

The screen displayed below is where you will enter a date or range of dates for trips to be
deleted. Choose the date range and the trip code (delivered, canceled, no show, etc). Then click
Go.

E Delete Trips [ |[= ][]
From D ate To Date Trip Code B
03/03/2008 [~ 03/03/2003 = [al - | GO0 |
Order 1 Order 2 Order 3 Order 4
Provider vl |Funl:|er vl |Name vl |F'ickup Time =
Initial Hecord Count
| Dielete 4l
|Name Pickup datedtime |F'n:wiu:|er |Funder |Tri|:| I:Dde|
Review Suppressed Reruns
Click Tools then Review 0 List of Suppressed Rerun Trips (= ===
Suppressed Reruns Order By | Clientname |
| Wame Pickup Date/Time [Client D |Used | -
On occasion, some clients or the P Doe, Jane 03/04/2009 S:.01:02 2263 0
transit system may need to place a | Doe, Jane 03/06/2009 3:01:02 2283 0
o . | Doe, Jane 03/09/2009 %:01:02 2283 0
hold on rerun (subscription) trips. Dae, Jane 03/11/2009 %0102 2263 0 -
This feature is explained in the 1 '
Easy Rides Users Manual. To [ Go |M|
review reruns placed on hold, a

staff member will use the tool located here. The screen displayed below shows reruns that have
been suppressed for a particular client.
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Review Client Entry Dates

Click Tools then Review Client Entry Dates

This tool will allow you to view and print a list of all clients entered into the system during a
particular time frame. The screen displays the name, date entered and the default Funder for

that client (if entered). The “order by” list allows you to choose the order in which information

will be displayed. The number of clients entered is displayed in the lower right corner.

E Rewiewe Client Entry Dates

Lazt Mame First Mame |Date Entered |Funder
HEE_ Ethel Feb 08, 09 Self
Amick Juanita Feb 22, 09 bt bl aror
Aratan Ruby Feb 13,09 Self

Bill “whilliam Feb 04, 09 kA bl anior
Browm K.athrir Feb 26,09 Self
Bant Sandra Feb 20,09 Self
Buchanan Bert Feb 03,09 Self
Chavez Mo Feb 05, 09 Self
Clarke Joatine Feb 07, 09 [ Lo T
Drarden Bob Feb 01,09 Self
Farrner Marjarie Feb11.09 Self
Grigwaold b arc Feb 04,09 Self
Guyer Miccole Feb 01.09 Self
Guyer Jane Feb 13,09 Self
Hammaond John Feb 04,09 REGUIRED
Hannah Carl Feb 12,09 Self

L Froemee - r-L 4 nn T,

(=l e

From D ate:

ozeotsz008 @

Ta Date:
oz/2a/2008 B

Order By

Client Count
51

Review Client Last Trip Dates
Click Tools then Review Client Last Trip Dates

This tool will provide the transit system with a view of the clients who have NOT traveled in a
selected period of time. This can be helpful for systems needing to track clients not actively
using the system. Users can also select specific or all clients and either activate or inactivate
them. See next page for screen display.

See image on the next page.
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&0 Client Last Trip List [ = ==
Client |0 |CIientName Last Trip |Da_l,ls | + | List all of the Clients
» 776 Pallock. Joan Sep 13, 2006 902 wha have had no
"] 925 Butcher, Gloria Sep 20, 2006 895 tips in the previous
| 901 Lavwer, dlice Sep 22, 2005 893 30 b
| 389 Bassett, Pearl Ot 03, 2008 ga2 Include Inactive
| 798 Ditmars, [rma Oct 03, 2006 082 Clients
| 1002 Oberg, George Ot 03, 2006 o8z Cut O Date
| 896 Elankerharn, Helen Ot 05, 2008 830 0201 72009
1009 Rutherford, Lois Oct 05, 2006 280
| 997 Beals, Michael Dt 06, 2006 879 JlezalColn
| 1027 worley, Betty Oct 07, 2006 875 1442
| 1024 Bulard, Rut Oct 09, 2006 876
| 1091 Colar, Jody Oct 09, 2006 876 | Selectdll |
| #15 Groscup, Mary Lou Dt 09, 2008 876 -
| 1045 Cacho, Eloise Oct 11, 2006 874
| 574 Hesshine. wima Dct 13, 2006 a7z |  hctivate |
| 969 Lindop, Esther Oct 13, 2008 872 -
| 1043 Olson, Beverly Ot 13, 2006 ar2 |m|
1030 Fidler, llla Oct 15, 2006 870 -
: 357 Munoz, Florence Oct 18, 2008 263
995 Richardson, Patricia Ot 17, 2008 863 ————
T 5@ Jensen, Marie Dt 19, 2006 565 | EyPin |
] 1074 Olmetead, Doriz Oct 19, 2008 SEE | E-_L Bl |
676 Thompsan, Yema Oct 15, 2006 866 -

Frequent Addresses
Click Tools then Frequent Addresses

Choose this tool to see a list of addresses most frequented by your customers. This can be
helpful for administrators who may want to ask certain agencies, department stores, and
owners of local businesses for assistance with costs such as tickets, bus shelters, bus equipment
etc. The system can tell local businesses how frequently their customers ride the bus.

E Frequent Addresses ===

) G 7 From Date:
] Grass Valley 02/01/2009 B
_|Grass Valley Dialpsis (776 Freeman Lr] Grass Valley To Date:
| 18377 Penn Walley Dr. FPennalley 02/28/2009 B
o 2841 0Id Tunrel Rd Graszs Valley =
| Severth Day Ad Church Py (17645 Pern vl Penn Valkey Tep 10 &
Meadow View Manor [396 Dargey Dr) Graszs Valley _
o R aleys [692 Freeman L) Graszs Valley W GO
10511 Bragg Ave Graszs Valley
— e=y Frint
o 244 Dorgey Dr. Graszs Valley

Only Prints Selected Rows
Click Grid Title To Select &l

| Count Pick-Up
Count Dirop-01ff
2ndary Report [tem

@ Frequent Times

Frequent Clients

ﬁ Cloge
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Reset Open Schedule Counter
Click Tools then Reset Open Schedule Counter

An internal list (the Open Schedule Counter) keeps track of which Day Schedules are open.
Its purpose is to warn users with a multi user system if they attempt to open a Day Schedule
that is already open by someone else. If Easy Rides is terminated abnormally (e.g. a power

outage) the counter will not reset itself. The next time Easy Rides is run, it will flag as “Open” a

Day Schedule that is not open. Clicking on this submenu item will reset the Counter. It will not
affect the data.

Wiarhing @

I lse this feature when the program indicates that one or
= rore
Day Schedules are open when you know that they are
not open.
This will not affect your data.
Proceed?
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