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Welcome

Easy Rides

The Very Best Paratransit Software

Welcome to the Help System for Easy Rides users. This help file lets you easily look up the topics you're interested in,
and gives you helpful hints and links to our online tutorials.

Are you new to Easy Rides? You might want to take a look at:
A Day in Easy Rides

Getting Started With Easy Rides

Setting Up the Easy Rides Database

No Data
Getting Started With Easy Rides

GoTo Meeting
Go to http://www.mobilitatsoftware.com/support in your Internet browser.

If this is the first time to access GoToMeeting, the application may take a few minutes to install. Answer Yes or agree
to any prompts. A pop-up box will prompt you for a name and email address. A name is all that is needed. 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 contrals in and out

T~ [ Fie Optons View Hep ol x

113
— | |=] Screen Sharing
OFF

AR || Stopped Mo one sees your screen Change Presenter
Show Screen —_—lTr G @
|0 Show My 3 Give
-] Showing Keyboard
1 Sereen & Mouse

Give keyhoard and mouse
= Aftendee List (1] Max 28)

/A |E| HAMES - ALPHABETICALLY -

Allow attendees to draw [ Christopher McCoy (Organizer, Presente...

Note: Some controls pictured here may not be present unless you are the meeting presenter.
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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. 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.

Installing Easy Rides See Also

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:

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

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

. Microsoft Office Professional 2003 or later.

. 80 GB hard drive

. Available USB port

. CD ROM drive

. Network connectivity

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

monitor (reservationist)
. Mouse or other pointing device
Server Hardware Requirements:

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

. MS Windows XP Pro (will run in Windows 2000 Pro), Windows Vista Business or Vista Ultimate
. Microsoft Office Professional 2003 or later.

. 80 GB hard drive

. Available USB port

. CD-RW drive

. Network connectivity

. Backup media (CD R/W or tape)

. 17" monitor

. Shared or network printer

. Mouse or other pointing device

Notes:

. 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.

. 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.

. 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.

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

. Mappoint 2006 or later required for EasyRides Plus.

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

Installing Easy Rides Server



Easy Rides Help System

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:

Please note that the person installing Easy Rides must have administrative privileges.
Go to http://www.mobilitatsoftware.com/downloads.
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).

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.

Selecting the Easy Rides icon launches the program.

&

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

Eazy Rides Lkility LogIn
Uzer Hame [Adminixtrdcl - ]

Passwmord FTrTTY YT

E v) K | [ x I:unc:cl] L& F‘ru:upcrti:s]

Click on the Properties button. In the PROPERTIES section the Admin and User Password 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.

Installing Easy Rides Client

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 Ultilities 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.

Selecting the Easy Rides icon launchesthe program.

Click “Help” then “About”
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Installing Easy Rides Backup

Easy Rides can only be backed up onto a hard drive on the server machine.
Go to http://www.mobilitatsoftware.com/ downloads.

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 on your desktop.

.I

.J
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).

Setting Up the Easy Rides 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 fieldsprior to inputting client
data to assure complete records.

Data will be customized in this order:

. Cities

. Sites (site miles/speeds)

. Zones

. Jurisdictions

. Vehicle event codes

. Vehicles

. Ethnic Codes

. Affiliations (mostly used by volunteer agencies or by fundraisers)
. Driver Event Codes

. Drivers & Volunteers

. Routes

. Providers

. Fare types

. Purposes

. Funders

. Fare Types

. Rate Types

. Age Groups

. Frequent delivery addresses
. Clients

Launching EasyRides
To start Easy Rides, click on the Easy Rides Icon on your desktop.
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Zelecting the Eazy Rides icon launchesthe program.

[J

L=

The first screen to open in Easy Rides is the Dispatch Board. From here we can access the Planner Board, Clients,
Trip Tickets and set options.
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Each agent logs in with their login or login/password making it easy to track who made changes to trip tickets.

fpent John Doe -

Downloading from the Mobilitat Website

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 the website

Easy Rides Training Videos

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)

. User name = email address of your system

. Password = key code

Easy Rides Security

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

Information for Users

Easy Rides has some keystrokes and features that work the same no matter which data you’re working with. 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 will place your cursor in the top row of the table

. The second icon places your cursor one row up

. The third icon places your cursor one row down

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

. The plus sign adds a row so that you can add items to a table, in this case a City
. The minus sign deletes the highlighted row

. The check mark posts all items to your data base

. The x mark will delete the last entry

. The curved arrow will undue your last entry

[BEBEEOEBEE]

City | 5tate| Status -
Active
10 M, A, Active
15 REQUIRED HA, Active

m

20 Ala Siera Ca, Active

Order Column

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
By clicking on the word Active or Inactive in any row a down arrow will appear.

By clicking on the down arrow, the opposite word will appear.
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By choosing “inactive” that particular bus will no longer be able to be chosen by a dispatcher. Never delete a bus or
any other item in your data base without giving it serious thought. A vehicle might not be in your fleet any longer, but
the vehicle was still used to deliver rides last year. That information is still needed to get accurate reports for past
rides.

Key Words “REQUIRED” and “NA”

There are two important key words used in the tables: “REQUIRED” and “NA”. If “REQUIRED” is present in the top
row of the table, it will force a selection to be made at the time that a trip ticket is created. If the scheduler fails to input
data in a required field it will not let them proceed to the next screen until a selection is made.

E Purposes |E"E'
()] (=) o)) [ o]
| Order | Fuipose | ShalLe | *
» 5| | Actie A
10 N4, ACTE i
A0 Health Adatad Active
20 Medical Active

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.

Determining Your Software Version

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.
Click “Help” then “About”.

[

E Easy Rides -- Fri 26 - [Transportation: ERidesGY]

File Trp Ticket: Auto Schedule Tools Options Help

| 1 il | ﬁ) A H-\gent Barbeque. Eric gbmﬁ

T T T "

You will see your version.
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Software Updates

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/downloads.

Select the appropriate download, and enter your username and password.
. User name = email address of your system

. Password = key code

Software is generally stored in C:\ Program Files\Mobilitat\.

dblList
Mobilitat provides several additional fields that can be tailored to your unique needs. These are the dbList items.

To access the dbList, from the Easy Rides Utilities Click Admin, Clients & Attributes then DB List 1 or DB List 2, 3 or
4. Similar topics needed to be grouped together under the same DB List. Examples that other systems have used for
these fields include:
. Income Status of customer

0  Above poverty

o Below poverty
e  Heavy Lift Required

o Yes

o No

Medicaid Code List

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. The Global Options are
accessed through the Easy Rides Ultilities.

Configuration:

Click Global Options then Configuration

There are three sections within Configuration: Global Options, Autoscheduler, and GIS.

The Global Options configuration itself has the menu options of Global Options and Custom Lists.
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Global Options Configuration
Global Options -- Click Global Options then Configuration
Address Select Only

When a system chooses to install the GIS/Auto Scheduling feature in Easy Rides Plus, addresses in the Client
database need to be entered in a 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 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.

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 2nd leg 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.

s> (fEiiiiii) s> | Refiesh

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.
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Default Geo-code State

Select the default state for geo-coding

Installation Setup

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

Global Option Custom Lists Configuration

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 information without constraints, simply
“uncheck” the item.

(=1

Zuskarn Lisks
Cuskarn List Display Mame [Select Only]

alobal Options Click ko change list name. Check to set as Select Cnly,
ﬁ #D|Rererence | #3|DB List 3 | ]

_1skom Lisks

#1 |Intnme | #4|DB List 4 | ]
#2|5p Stats |[4] | #s|DB List 5 O
#6|DB List 6 [0 #7DBlList 7 =]

Client Ttem 1 |Elienl: Item 1 |

Client Ttem 2 |Elient Item 2 |

Installation Setup

Client Ttem 3 |Elient Item 3 |

[ fOK H xCanceI]

Global Option Ride Reminder Configuration

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.

Global Options Autoscheduler

10
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Click Global Options then Auto Scheduler
The following screen is where you will set parameters for the Auto Scheduler functions.

.ﬂ.l..kﬂ Schedule Settings

— — <_ | >
<_Earh'wm Laie YWindow
<::- <_ ] >
Farly Pchup  Laie Pickup Early Dwpoff Lai Dop-off
< (] > [ }—————
WaitTime  opeced  Maxivoo Travel T
Tichet's Pickup Time Travel Tine Time Farinr Ticket's Drop-off Time
1. Early Window 30 a 5. Early Drop-off 30 a
2. Late Window 30 a 6. Late Drop-off 0 a
3. Early Pickup ] [ 7. Wait Time 3 [
4. Late Pickup 30 a 8. Travel Time Factor |3 &
Advanced
Ewaluate Past Trips Address Radius |0.0028 %
I " 0K ] [ X Cancel l

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.

Global Options G.I.S.
Select 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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Archiving

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.
From Easy Rides Utilities Click Archive, then Move trips to the Archive

Clicking on “Move trips to the Archive” will display the screen below.

-

Arc

hive

Celect the days to archres on the calardar.
Drag==ec| o chopze mulbple days [up o 31

Archive Trips with Final S1ate

| Delivered Tiips
| JuEpended Trips
+ | Ma Shaw, Canceled, Denied Tripz

i March, 2009
Sun Man Tue Wed Thu Fn  Sat
2 23 244 X s 27 28
1 2] 3 4 5 & 7
g g 10 11 12 11 14
15 16 17 18 19 MM 2
2 1B M X W 1 24
Mmoo 1 1 2 3 4

[ Today: 03/02/2009

Fiker
Find A&

e

Client 0| Hame

[

=

Cpi |

<]

A1 sdams, Mita

524 Bdams. &rlene

B35 tdama, Daned

2272 kdams, Paul -

| o Reviaw | 0 Archiva Ready Tnpze lor the selected date: and hlterc.

Crasta a lilker 1o remova ather tps Far client names
which are nat inteded to be anchieed

Filler out trip lickets conlaining:

Lurch, Lunch
Break, Break

Client |FU Tirme |FU Addres 00 Addrers
4 [ 2
(0% () Cick Review firstto enable OF buttan X Cancel

You want to make sure no one is working is Easy Rides for the few minutes it will take to Archive. This will ensure all
data is collected for the reporting process. Click yes when you are ready.

Choose the range of days to be archived. If your system reports on Suspended, No Show, Canceled, and Denied trips,
make sure these as well as the Delivered Trips check boxes are marked.

If you created “lunch break”, or “break tickets”, or other tickets that are not actual client trip tickets, you will want to filter
these out before you archive. This will eliminate them from being counted in the total trips delivered, canceled, etc.

Click the Review button to display the trips being archived and enable the OK button.

12
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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 will pop-up.

ERILkiliky 3

Your trip archiving has been completed

{ ok |

Archiving also allows you to Delete Old Day Schedules, Delete Old Bulletin Board Messages, and Calculate

Odometer/Time with GIS
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.

Confirm &3

Pleaze check to see that no ane elze it connected ta the
database before you atternpt to delete old Day
Echedules.

Delete old Day Schedules now?

Yes | | Ma

Easy Rides Help System
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Click Yes then click on each box to the left of the day schedules you wish to delete. The display to the right contains
sample info, not a real database. Your list will show days you currently have open. Make sure you only delete past
days that have been archived.

Delete Old Schedules

Check e days which should be
deleted. This wil pemnenantly
delets the roube azzigrmant:
irfarmation.

Mon Jan 13 -
Tue Jan 20
Wed Jan A
1 Thu Jan 22
Fri Jan 23
Mon Jon 26
Tue Jan 27
1'wied Jan 22
Thu Jan 23
Fri Jan 30
Mon Feb 2
1Fni Feb E
Thu Feb 12
Thu Feb 13
Tue Feb 24

m

-—

| Ok || X Cancd |

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.

Clients

About Good Client Data

To speed the process of scheduling trips, information about riders is input into the computer prior to scheduling a trip
for a client. When systems are first starting out, some information about clients may not be readily available. It's best to
collect information on clients and input it as part of the initial set - up process. To assist you, Mobilitat has developed a
Customer Information Sheet that includes the key fields that need to be completed for each rider. Please see the
“Customer Information Sheet ” and adapt it to best meet your needs. There are some blank spaces on the document
that enable you to customize it for your system. Please make sure that you include your system’s name and phone
number before reproducing the form and providing it to customers riding the bus.

If you already maintain a computerized complete customer list, it may be possible to convert that data into a format
that can be used by Easy Rides. Please contact our office at 888 - 806 - 6595 to determine if that is feasible.

Each client needs to have their information completely filled out including name, address, birth date (the client’'s age is
automatically calculated by EasyRides), notations on special needs (if any), ethnicity, gender etc. This data needs to
be added to the database before trips are scheduled for that individual. The birth date and special needs and disability
status are especially important to accurately input. This information is translated into icons that appear next to each
riders name on the dispatch board.

Client Attributes

To provide for consistent reporting some client attributes have been pre-programmed into the software. These
include Age Groups and Ethnic codes.

Client Attributes are entered in the Easy Rides Utility section. Click on Admin, Clients & Attributes then Age Groups.
Age Groups

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

14
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. Elderly
v Age Groups = |[ 5[]
> |- || | Ok |
Order |Age |Age ?ahelﬁlalus | -
» ] Aduil 19 Aclive
L] 20 Eldely 21 Actie
i 30 Youth 9 Actve
] 40 Chid 0 Autive
L 50 MNa -1 Achve

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 is displayed next to the riders
name on the dispatch board identifying riders by age. Below are samples of the icons.

E Elderly ambulatory
c Child Ambulatory

P Youth Ambulatory

Ethnic Codes
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.

To add Ethnic Codes, enter the Easy Rides Utilities, then lick 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

. Hispanic

e  Pacific Islander
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£ Ethnic Codes = | =]
ol e/ oi] | = | | & OK
|Order | Ethnic [Status | .
b 1 NA Bchve
10 Afvican Amenica Bctiee
20 Caucasian Achve
H Hizpanic Achve
40 Pacihc |slands Actve
B0 Asian Achive
80 Matrve Amencarn Actve
100 Unkrown Achne

These are the types of headings that have appeared in most recent government reporting.

additional ethnic codes (ex. Mixed race, Native Hawaiian etc.)
Adding Ethnic Codes

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.

aprON

Client Status

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

This list can be customized for your needs.

It is possible to add

To add Statuses, enter the Easy Rides Utility and click on Admin, Clients & Attributes then Statuses

1. Click on the “+” symbol

Assign an order to the new category

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

Then click OK.

aorwbd
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| 20 Demertia Active
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20 Service Dog Active
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Client Affiliations

Affiliations 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.  Click on the + symbol.

o0 s wN

Click “OK”.

Note: In order to use affiliations for mailing labels, it is best to separate city, state and zip.
From Easy Rides Utilities, Click on Admin, Clients & Attributes then Affiliations.

Assign an order number.
Enter a name in the name field.
Enter an address if applicable.

Click the checkmark

3 Adult Fosten Care
4| Cammunitze &cban Parbhers
5 Adwiscey Carnmibes

f i Affiliations (== =S
(> )l ](=) 57 (]
||:I|d: |H|:|rrl:
[ 4 1 Supervisors
2| Physiciane

Contacts and Contributors

Easy Rides Help System

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.

To add Contacts and Contributors, enter the Easy Rides Utility and click on Click on Admin, Clients & Attributes then
Contacts & Contributors.
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E Contacts ===
()] (=) L]
Affiliation Fir:t Hame Lazt Hame Helation Hotes ]-
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S Call [/ Mal Aclive -

—

Lazt Hame Fiker
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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.

Adding Clients See Also

To add information about a client, select one of the “Clients” buttons.

F2 Easy Rides -- Mon 12/

Eile Trnp Ticketz  Auto Sc
[ @90

I'ue 1272 | Wed 12/3

This opens the Client List window. Click the “Add Client” button.
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The Client Form is divided into two tabbed sections.

Easy Rides Help System

After selecting “Add Client” a blank Client page will appear with some default values that you have established
previously in the database. Fill out the rider’s first name, last name, phone number, and other required fields.

The first section contains the personal information for the client. Duplicate names are not permitted so consider

including middle names or initials.

If the Home Address and Mailing Address are the same, click the lightning bolt ellipsis to copy the info to the Mailing

Address field.
The Lightning Bolt:

19
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&

The second part of the form contains the default information that you would like to have entered automatically each
time a new Trip Ticket is created for this client. For example “Telecare” will be automatically entered in the Providers
field of each new Trip Ticket for this client.

r

Client
Firet and Middla Mama Lazt Hame .ID
Jane Doe 2283
Client Detailk | Tickat Dafauks
Home Addrets Apl Sie
=]
SN _ - - Gender | Female - |
Bithday 02/29/1912 ER Ethnicity | Native American |
Mod ID MHA Affiliation | |
Authorized 10152008 R Clicrt Ite
Ezpiiation 127311999 E~ Client le
Lock Out O7./01 /2001 E- Client Ite
Lana Pref | English 1r|
Nare N
M alling Address |Ti Emeigency Contact
122 Sesame St
| Grass Valley »|CA 95945 Other
Phone Humbers:

(55598 7-6h43 r -
Ho automoted call=

| (=Y Pt | |_s? 0k || @ Concel |

If you wish to require the person creating a new Trip Ticket to enter information at the time the Trip Ticket is created,
then leave the word “REQUIRED” in the field.

If you wish to ignore a field when a new Trip Ticket is created, leave the word “NA” in the field. For example, when a
new Trip Ticket is created for this client the Vintr Driver field will not need to be entered.

The Reference field may be used to record special medical identification or permit codes for the client. DBLists can be
named and used for any special information you may need to record.

SSN is a field that can be used to store social security numbers. Please seriously consider not keeping riders social
security numbers unless required by a funder. This will reduce opportunities for identity theft.

Expiration is the date that the client’'s permission to ride expires. The Tools->Check Permit Status item in the Main
Menu provides a list of all clients who are about to reach their Expiration date. Any date prior to Jan 1, 2000 is ignored
by Easy Rides.

The Default Trip Note field contains a note that will be automatically added to the Trip Ticket when it is created for the
client and it will also be printed on the Driver Manifest for the driver to see. For example “Rider hard of hearing do not
use horn, push door bell” would be type of message for this field.

The Client Note field contains notes for the dispatcher to view when creating a Trip Ticket but is not displayed on the
Driver Manifest. “Client has Alzheimer’s confirm scheduled trips with daughter at 555-806-6595” would be a type of
message for this field.

If there is a change in the client’s information or an error is made in data entry this can be corrected by editing the
client record.

Deleting Clients
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Clients can only be deleted via the ER Utility. Before deleting a client carefully consider the full impact. Though a
rider may have moved away or even died, they did ride your system at one time. Deleting a client can reduce the
accuracy of reports. Individuals who have not ridden in 11 months are still counted in annual reports. Your first choice
should not be to delete a client, or route or driver. In some instances you can make an option like a vehicle, or a route
or a driver inactive. Their name won’t then appear on the list from which to select.

If you decide you must delete a client record, access the Easy Rides Utility. Then:
Select Admin
Select Clients and the Client List

This list will contain one button — the “Delete” button. Clicking the Delete button will delete the selected client from the
Client table.

Editing Clients

To edit information about a client, select one of the “Clients” buttons. This opens the Client List window. Locate a
Client by typing the first few characters of the last name into the selection box.

Easy Rides treats upper case characters the same as lower case in the Client List. For example “Jane Doe” is the
same as “JANE DOE”. RECOMMENDATION: Input all client data using proper upper and lower case to insure the
data is “mail ready” when you compile mailing labels.

Cli et List

| Harn= Cri -
v |
| I ¥

| Trip Inormation

B [ Eadd e

| Cliznd Information
w5 fdd Cient
| 27 Edi Chert

||

] [ ey

Click to highlight the client name and then select the “Edit Client” button. A Client Form containing the information for
that selected client will be displayed

Make the changes to the client data as needed, and click the “OK” button when completed.
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Required and Important Fields

Each client needs to have their information completely filled out including name, address, birth date (the client’s age is
automatically calculated by EasyRides), notations on special needs (if any), ethnicity, gender etc. This data needs to
be added to the database before trips are scheduled for that individual. The birth date and special needs and disability
status are especially important to accurately input. This information is translated into icons that appear next to each
riders name on the dispatch board. For example:

@ Ambulatory adult - capable of walking

Ambulatory youth, 18 years and younger (editable) -capable of walking

Ambulatory elderly, 60 years and over (editable) - capable of walking

Blind

Disabled - Open to interpretation. Some use it for cognitive disabilities

Hearing Impaired

Wheelchair

Walker/Cane

Q ¥ 0 I O v M w

Other - Anything not addressed by the previous discriptions
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Ticket Defaults

If you wish to require the person creating a new Trip Ticket to enter information at the time the Trip Ticket is
created, then leave the word “REQUIRED” in the field.

If you wish to ignore a field when a new Trip Ticket is created, leave the word “NA” in the field. For example,
when a new Trip Ticket is created for this client the Vintr Driver field will not need to be entered.

The Reference field may be used to record special medical identification or permit codes for the client.
DBLists can be named and used for any special information you may need to record.

SSN is a field that can be used to store social security numbers. Please seriously consider not storing riders
social security numbers unless required by a funder. This will reduce opportunities for identity theft.

Expiration is the date that the client’s permission to ride expires. The Tools->Check Permit Status item in the
Main Menu provides a list of all clients who are about to reach their Expiration date. Any date prior to Jan 1,
2000 is ignored by Easy Rides.

Default Trip Note field contains a note that will be automatically added to the Trip Ticket when it is created for
the client and it will also be printed on the Driver Manifest for the driver to see.

For example “Rider hard of hearing do not use horn, push door bell” would be type of message For this field.

The Client Note field contains notes for the dispatcher to view when creating a Trip Ticket but are not
displayed on the Driver Manifest. “Client has Alzheimer’s confirm scheduled trips with daughter at 555-806-
6595” would be a type of message for this field. If there is a change in the client’s information or an error is
made in data entry this can be corrected by editing the client record.

Client Icons
These are the client special needs icons:

@ Ambulatory adult - capable of walking

Ambulatory youth, 18 years and younger (editable) -capable of walking

Ambulatory elderly, 60 years and over {editable) - capable of walking

Blir

Disabled - Open to interpretation. Some use it for cognitive disabilities

Hearing Impaired

Wheelchair

Wallker/Cane

Q ¥ 0 I O T M =

Other - Anything not addressed by the previous discriptions

Easy Rides Geography

Understanding Easy Rides Geography See Also
Defining Service Boundaries
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When people first traveled there was no reason for maps. People just followed the food. Later, they didn’t use maps
because there weren’t markers or tools to determine placement. Perhaps you haven’'t needed a map with your transit
system. It may be “we serve the city” or it may be that you and your drivers just know where to go. But a computer is
much simpler. It does not know what you know.

Mobilitat staff will work with you to identify your service area on a map.

Consider:

. What is the farthest you will go in delivering trips?

. Are there places where you may deliver riders, but not pick up riders?

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

. Is there 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.

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.

Adding Cities and Zones See Also

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.

Cities
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Open Easy Rides Utility, click on Admin, “Sites and Zones” then Cities.

E Transportation

T hi Alphabetical

Sites & Tanes
Prograrms & Fares
Personnel & Yehicles
Clients & Attribute s

Recant Personnel Birthdaws (0]

4

== ]

Fir Admn Aepot: éArchve  Globd Optos Tools Help

Zanes

Cities
Jurisd%nns
Sites

Site MlilessSpeeds

Click on the Plus sign and an empty row appears

Enter an order number (see notes above in Chapter 3 “ltems common to all tables”).

Enter City name and State.

Make sure that “Active” appears under the Status Column.

Easy Rides Help System

After you have entered all the Cities, click the OK button to post all the items just entered into the data base.

[ B Cities
() ({+]}=)

[e]

== ==

| -

City | 5 lut:lEtatus

A&, HA&, Active
15 REQUIRED M Activa
Al Alla Swemira Ca, Active
M Ceds Ridge Ca Aictive
A1 Chicago Park CA Active

RECOMMENDATION: Mobilitat suggests you have the first row designated as N/A for non-ride tickets which will be

discussed in the Easy Rides Manual.
Zones

Click on Admin, “Sites and Zones” then Zones
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The Zone table is shown above. Zones provide color coding for geographical areas.

RECOMMENDATION: “REQUIRED” should not be included in this table. Assure that NA is included as the first
option for Zones.

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.

Zone Marmne and Color Selechon

Color Paits

SEEEENEN
EEOOO0.

HE
Tanl Bachgound [3
Black [ etwitd ===55=.
[ JDK ] [ xCar-:A:I|

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.

N aria D esciption
Skiler

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.

Adding Jurisdictions and Sites See Also

Jurisdictions are a way to group sites together for reporting purposes. For example, you could assign site A, B and C
to Jurisdiction: Buchanan County, and sites D,E and F to Jurisdiction: Wayne County. Then you can run reports based
on jurisdiction.

For example, 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.
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RECOMMENDATION: Include the option of having NA in this table.

Entering Jurisdictions

In the Easy Rides Utility, click on Admin, “Sites and Zones” then Jurisdictions.

Entering Sites

In the Easy Rides Utility, click on Admin, “Sites and Zones” then Sites

= Add or Edita Site
|Drder |Name |Cily [Cities ...] |Zone [£ones ] |Jurisdiction [List ...] |Time |F|eport Code | Descript

B 100 49 Mabile Homes  Grass Valley 5. Grasz Walley Rural 3 1 M,
] 100 Aubum Rd Alta Siera 5. Grasz Walley Rural 3 1 M,
] 100 Banner Grasz Walley Grass Yalley Rural 3 1 M,
] 100 Blazing Star Mevada City Mevada City Rural 3 1 M,
] 100 Brownsville Grasz Walley Brownzville Rural 3 1 M,
] 100 Brunaswick Grasz Walley Grass YWalley City 3 1 M,
"] 100 Casaloma Grass Walley |La Barr Meadows  City 3 1 N,
] 100 Cazcade Shores  Mewada City Mevada City Rural 3 1 M,
"] 100 Cedar Fidge Cedar Ridge |La Barr Meadows  City 3 1 N,
] 100  Cement Hill Mevada City Mevada City Rural 3 1 M,
"1 100 | Centralwidwoo  PennYalley Lake 'wildwaood — City 3 1 N
1100 Cole'way Grass Walley |La Barr Meadows | City 3 1 N,
] 100  County Center Mevada City Mevada City City 3 1 M,
] 100 Deadmans Flat Alta Siera 5. Grasz Walley City 3 1 M,
"1 100 Dorovan Penn Valley Lake ‘wildwaod — City 3 1 N
] 100 E Banner Mevada City Mevada City City 3 1 M,
] 100 E. Mevada City Mevada City Mevada City City 3 1 M,
] 100  Empire Grasz Walley Grass YWalley City 3 1 M,
: 100  Eszkaton Grasz Walley Grass YWalley City 3 1 M,
Fl b

m

=)= ]
Search

Site Count
64 |

Sites

| midd |
| ESEdt |
| m [lelete |

Distance Tables

| Miles |
| Minutes |
| Factaors |

| @M |

| E-I_Ehjse |

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.

Understanding Addresses

Adding Addresses See Also

From the dispatch board, select Tools, then Addresses.
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The Address Table will be used as a master list for the all of the addresses and destinations in the database.
Addresses can be inserted, removed or edited using this form. It should be noted however, that addresses that have
been used in a client or trip record should NOT be removed, but instead edited or consolidated with another address.

larm

On the address form, the “Place Name” refers to a short descriptive name for a place such as “Anthony Apartments” or
“Post Office” or “County Hospital”. The “Place Name” is what displays on the Driver Manifest - later we’ll discuss how
to insure drivers have all the information they need for a trip. The “Street Address” refers to the actual numbered
street address for a place. The “City” or “Site” is where the address is located. The “City” or “Site” information will
come from a drop down menu in the upper right of the table. If you have the GIS enabled version of Easy Rides the
city will be automatically assigned.

E Addresses ==
Mew Address Place Hame < |Street Address
aAdd | B |REQUIRED -
Place MNarne Sheet Address |Site -
L Al PT (104 Margaret Ln st B) 104 Margaret Ln Suite B f Haszpital
& Remove _|AA Mesting [132 Hughes Rd) 132 Hughesz Rd If you do not ood =
_A-’-‘«.t'-‘« Ca StAuta dzsn (113 Dorzey Dr) 113 Dorzep Dr have the GI5 or 14
. Edit | Aanestad, Samuel (1364 wWhispering Pines 1364 Whispering Fines Ln mapping aption ening Fine
——— | _|Abundant Life Church [10733 Alta 5t.] 10795 Alta St the address farm
. Close | Adamsz, Frederick [12318 Shady Lane) 12318 Shady Ln will say "Site" ahawak
Adult Day Services (138 Mew Mohawk D) 138 New Mohawlk Rd ) Wy o0 ohawk
— " - : instead of "City".
| Adult Pratective Serv [950 Maidu Auwve) 950 Maidu Ave w Center
— | Adult Pratective Svez (649 Sutton ‘W) E43 Sutton 'way Hogpital
El Show Map T
4 r

During initial setup it is important to add as many frequently visited location addresses to the database as possible.
Adding these addresses now will save schedulers and others hours of time later. You will add residential addresses for
Clients as you add or edit clients.

When adding a business address there should be a checkmark in the “Place Name” box to allow for typing the name
for the place (there is usually no checkmark when adding a client unless for an apartment or hospital name). Begin by
typing the “Place Name” then the Street Address. Next, click the red arrow. This copies the street address to the
“Place Name” field within a parenthesis. The “Place Name” is the field placed on the driver manifest. Drivers will now
see both the business name and the street address where they will have rides.
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E Addresses ==
Mew Address Place Hame 4 [Street Address Site
o Add Fredenck Bakemy (3208w Riggin Rd) 3208 Rigain Rd lLoma Rica vJ
|F'Iace M ame |Stleet Address |Site
ﬂ Frederick Bakery (3208 Riggin Rd) 3208 Riggin Rd Loma Rica
5 Bemove

. Edit
#.| Close

4 L

Tab to the city or site, click on the dropdown arrow and select where the address is located. Notice that the “Add”
button becomes active once you select a City or Site. Once you have completed all three fields, click the “Add” button.
This places the new address into the address table. Any addresses stored below the first line are part of the address
table.

E Addresses ==
New Address Place Name 4= |Steet Addreszs Site
o Add Frederick Bakemy (3208 Riggin Rd) 3208 Riggin Rd ILoma Rica vJ
|F'Iace Marne |Stleet Address |Site
ﬂ Frederick Bakery (3208w Riggin Rd) 3208w Riggin Rd Loma Rica
5 Bemove

7 Edit
#.| Close

4 »

Editing Addresses See Also

There can be undesirable consequences to deleting or removing addresses. Deleting addresses can corrupt the
database and provide inaccurate reporting. It is recommended users instead edit or consolidate addresses.

To Edit Addresses, from the dispatch board, select Tools, then Addresses.

The list of addresses appears after the first blank line on the form. To find an address, key in the place name or type
the first few letters of the place name. In this instance the frequent addresses are those that begin with the letter “d”.
Notice Dr. David Krause’s listing does not display the address in the “Place Name”. It could be confusing for drivers to
not know the address. In the following example the “Place Name” will be changed to include the Doctor’s address.
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E Addresses ==
New Address Place Name < |Street Address Site
gAdd | [d |REQUIRED -
Place Mare Steet Address |Site -
L [agget, Yeronica [206 Providence Mine Rd 206 Providence Mine Ad S5t 215 ', Mevada City
& Remove | —| Dahle, Michael [105 Margaret Lane] 106 Margaret Ln Hoszpital =
_|Daily Donut [117 % McKinght '/ay] 117 Mcknight 'y Siera Pines
. Edit | [Dana Lewis, Dr (10052 Alta Sierra D) 10052 Alta Sierra Dr ME Alta Sierra
— | Dankin, Barbara Dr. (14645 Meadow Dr) 14545 Meadow Dr La Barr Meadows
§|J Close o [rave's Shoes [736 Tavlorville Rd) 736 Taplorville Rd Siena Pines
| D ave's Wiatenmorks (10841 Rough and Ready 10841 Rough and Ready Hwy Siema Pines
_|David Meadaws, Dr. (11400 Pleasant Yall 11400 Pleagant Walley Rd 5 wWildwood
| David Krauze J, Dr. [} 155 Glasson Way Hoszpital
4 2

Select (single-click) the address you want to select, in this case David Krause J, Dr., from the list. Click on the “Edit”
button. Make the changes in the “Edit Location” window.

In this case type or copy/paste the address information behind the David Krause J, Dr. “Location Name”. Consider
placing the address in parenthesis for consistency. If your software is GIS enabled make sure the Geocode Address
field is checked so a correct geo-code can be assigned through the MapPoint software. If you do not have GIS
enabled software the Geographical Information area will be blank.

T Edit Location =

Location Hame | Frequent Drep O Addiace
David Krause J, 0. (155 Blassan wayl

Sireel Addiess
158 Glaczon 'wWan

Mailirg Addrase Zip
[arid Krause J 95045

Direclions
11558 Glazzon Way]

Jite Phone
Hogpital - (520|127 4-EE00

Geparaphical lfarmeboe

| w20k | | £ Cancsl |

If you need to track services for frequent drop off addresses, you can check mark “Frequent Drop off Address”, making
them easier to report on as a collection of "locations of interest”.

When you have completed data entry, click “OK” at the bottom of the form. Now when you see the frequented address
list, Dr. David Krause has the correct addressing format in “Place Name” and will appear on manifests consistently.
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Consolidating Addresses See Also

| David Krauze J, Dr. [%55 Glazzon Way) {-— 185 Glazson Way

E Addresses ==
New Address Place Name < |Street Address Site
gAdd | [d |REQUIRED -
Place Mare Steet Address |Site -
L [agget, Yeronica [206 Providence Mine Rd 206 Providence Mine Ad S5t 215 ', Mevada City

& Remove | —| Dahle, Michael [105 Margaret Lane] 106 Margaret Ln Hoszpital =

_|Daily Donut [117 % McKinght '/ay] 117 Mcknight 'y Siera Pines

. Edit | [Dana Lewis, Dr (10052 Alta Sierra D) 10052 Alta Sierra Dr ME Alta Sierra
— | Dankin, Barbara Dr. (14645 Meadow Dr) 14545 Meadow Dr La Barr Meadows

§|J Close o [rave's Shoes [736 Tavlorville Rd) 736 Taplorville Rd Siena Pines

| D ave's Wiatenmorks (10841 Rough and Ready 10841 Rough and Ready Hwy Siema Pines

_|David Meadaws, Dr. (11400 Fleasant Yall 11400 Pleagant Walley Rd 5 wWildwood

Hoszpital

The “Consolidate Addresses” tool was designed to correct the situation of multiple, slightly different addresses . First
from the dispatch board, select Tools, then Consolidate Addresses.

sdde Took Optiare Halp

Limime Reconcile Fares

| Th Check Rerun Status

E Check Perrnit Satus
List Loc ked Ot Clients

Echeduled-Time Altered Lisk
Eazy Aide Reminder

.ﬁ.dd MEISES

Cansolidete Addresaes
Update Rarun Addfisres
Reiet Open Schedule Courte

In the example below, the letter “n” was typed in the “Place Name” field. This displayed a list of all places beginning
with “n”. There are two instances of the high school listed at 11761 Ridge Rd. We only want one so we’ll remove the
extra. First, we double click the address we want to retain. That places it below the other address.
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E Consolidate Addresses
Find
/| Place Name a|Street Address

Place Mame |Street Address Site Latitude Longitude B

Morthern Queen Motel [400 Rairoad ¢ 400 Railroad Ave Mew Maohawk. 1274518287 1276188891 1226
] Morthridge Rest (17464 PernValley L 17464 Penn VWalley Dr M. Pennalley 182121768 3931347063 1827
B Maorthridge Rest (773 Mevada St] 773 Mevada St E. Mevada City 1588258028 1951218213 1228
: Movak's [305 Broad 5t) 305 Broad St W, Nevada City 1113586051 1438856021 2821
b
" |NUHS-Theatre [11761 Ridge Rd) 11761 Ridge Rd Maorgan Ranch 140363516 1328336311 2150
v City Hall [317 Broad 5t) 17 Broad St W, Mevada City 3383077964 1568993987 1125
“he City Post Office (200 Coyote S5t] 200 Coyote St W, Nevada City 089860082 70326EE36 1805
] MY Commons Apt (775 Old Tunnel Re 775 0ld Tunnel Rd Loma Rica I7I9617391 038408732 114
"M Theatre (401 Broad 5t) 401 Broad St . Mevada City 706811563 1616856724 1206
| MW Union HS [Ridge Rid) Ridge Rd Eskaton 831925928 1543863147 1208
: MYCL Auta [345 Railroad Ave) 345 Railroad Ave E. Mevada City BE9452682 781833302 1102

MWl Barber (805 1/2 Zion 5t) 805 Zion St MNew Mohawk, J10BE4 3689 872444362 1108
| NV Christian Fellowzhip[12262 Suth 12262 Sutton Wway Banner 1313235042 1866243761 1109
v Elementary School (505 Main 5 505 Main St W, Nevada City 547519534 1579379215 111
: MWl Elks Bldg [Hwy 49 N) SR-49 Banner 689570119 005632322 n2z

Replace Edit
Place hame Street Address Flace Name Stieet Address
HUHS [11761 Ridge Rd) 11761 Ridge Rd
B City Latitude Longitude
_, v | Grasz Yalley » 39.23911 -121.058: | .| | (o) GeoCode
Clear = Delete 12| Cloze

Next, we drag and drop the address (or addresses) we want to eliminate, down below. This makes the Replace button

bold so we can click it to remove the unwanted addresses.
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E Consolidate Addresses

Find
Place Hame Street Address
n
Flace Name |Slreel Address Site Latitude Longitude |ID
Marthern Queen Motel [400 Railroad ¢ 400 Railioad Ave Mew Mohavk, 1274518287 1276188891 1226
i Marthridge Rest (17464 Penn Walley [ 17464 Penn Valley Dr M. Penn Valley 182131768 3921347063 1827
] Marthridge Rest (773 Mevada 5t 773 Mevada St E. Mewada City |5RE268028 1951218213 1228
" Morvak's [305 Broad 5t) 305 Broad St W, Mevada City 1113586051 1438856021 28
MLIHS [11761 Ridge Rd] | 11781 Ridge Rd |Morgan Ranch ) 52|

MIUHS-Theatre 11767 Ridge Rd)

MY City Hall [317 Broad 5t)
i My City Pzt Office [200 Co
" | v Commars Apt (775 O1d

MY Theatre [401 Broad 5t]
" | Urion HS [Ridge Rid]
] MW Cl Auka (345 Railroad Ay
] MWCl Barber [305 1/2 Zion
i MWl Christian Fellowszhip[12
] MWl Elementary Schoal (S0
: MYl Elks Bldg [Hwy 43 M)

te 5t)
hnel A

|
B2 Suth
b ain 5

11761 Ridge Rd
17 Broad St

200 Caoyote St

F75 0l Tunnel Rd
401 Broad St
Ridge Rd

345 Railroad dwe
805 Zion St

12262 Sutton Way
505 Main St
SR-49

|| 1402R351 E|F32833831 1

m

Replace

Place Marme

_|MUHS-Theatre (11761 Ridge Rd)

Streek Addres: »

11761 Ridge A
11761 Ridge R _

Drag and Drop To &dd and Remowe

kargan Ranch
W, Mevada City 1383077964 1566993987
W, Mevada City 1089860082 | 703266696
Loma Rica 1799617391 | 038408732
W, Mevada City FOEB11563 516856724
Eskaton 831925928 15438631 47
E. Mevada City 'RES452682 | 781833302
Mews bohawk V106643689 {87 2444362
Bariner 1313235042 BEE24 3761
W, Mevada City B4 7E19534 1579379215
Bariner 1689570119 | D0BE32322

Edit

Place Mame Street Address

HUHS [11761 Ridge Rd) 11761 Ridge Rd

City Latitude Longitude

?lass Yalley

~ 39.23911 121.058: [ | | () GeoCode |

Correcting Addresses See Also

Do not simply delete a misspelled location or incorrect address. If there is already a ride request or archived ride in the
system associated to the incorrect spelling or address and you delete it, all tickets with that spelling or address will
have a blank in the address field. This is an undesirable outcome and can lead to errors in reporting.

Client Addresses See Also

To speed the process of scheduling trips, information about riders is input into the computer prior to scheduling a trip for

a client.

To add information about a client, select one of the “Clients” buttons.

Fl Easy Rides - Man 127
File  Trp Ticketz  Auto Sc

|"E>J

| | | |.ﬁ.gent

Tue 1242 | Wed 12/3

(=] — =

When systems are first starting out, some information about clients may not be readily available.

It's best to collect

information on clients and input it as part of the initial set-up process. To assist you, Mobilitat has developed a

Customer Information Sheet that includes the key fields that need to be completed for each rider. Please see the
“Customer Information Sheet ” and adapt it to best meet your needs. There are some blank spaces on the document
that enable you to customize it for your system. Please make sure that you include your system’s name and phone

number before reproducing the form and providing it to customers riding the bus.
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If you already maintain a computerized complete customer list, it may be possible to convert that data into a format that
can be used by Easy Rides. Please contact our office at 888-806-6595 to determine if that is feasible.

Important Client Fields

Each client needs to have their information completely filled out including name, address, birth date (the client’s age is
automatically calculated by EasyRides), notations on special needs (if any), ethnicity, gender etc. This data needs to be
added to the database before trips are scheduled for that individual. The birth date and special needs and disability
status are especially important to accurately input. This information is translated into icons that appear

Update Rerun Addresses See Also

Every address in the database is assigned a unique number. Both the address and the number are stored with the
Rerun (Subscription) information. If you edit or consolidate addresses, you also need to update these unique
addresses numbers by running the “Update Rerun Addresses”.

First from the dispatch board, select Tools, then Update Rerun Addresses.

g Toak Optiare Halp

L Fecancile Fares

Check Rerun Status

Check Perrit Satus

List Low ked G Cliants
Echeduled-Timea Bltered Lisk
Easy Aide Reminder
Oddrasses

Cansolid et dddresies

Update Farun Addresra

Reset Open Schedule Colinter

Recdewo Trme b Tm Blata

The computer will then review all subscription and upcoming trips and correct any data to reflect the changes you had
identified.

bl -l

Deleting Addresses See Also

Do not simply delete a misspelled location or incorrect address. If there is already a ride request or archived ride in the
system associated to the incorrect spelling or address and you delete it, all tickets with that spelling or address will
have a blank in the address field. This is an undesirable outcome and can lead to errors in reporting.

Drivers and Personnel

Driver Manifests See Also

There are multiple format options for driver’s route sheets, commonly called manifests. Easy Rides has at least 14
different designs of driver manifests already programmed. There is also the capacity to design your own

driver manifest using MS Access. To access the Driver Manifests, open the Dispatch Board, then Right Click on a
Route heading, and Select Print Manifests. This opens the Print Manifests window.
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e 15 = | A = (W, I
Log Odometer/Time

Reconcile Fares

i Zimmer Print kanifests...
1040 12742 Print M%ifest Portrait b
1100 Grass _ _
_E|§|Lur'u:h, Print Manifest Landscape >

1300 Export Manifest »
1400

_E|§||:":"3e~]-E Route Assignments..,

1410 1235
1414 NCA[ Rerowe Route for Today
Bl Break. Cool &l Tickets >
1545 .
1E00 fake &l Scheduled Tickets Hot k
E Show Route »
Show Hot Trips On Map Ctrl+5
. Select the Pre-Formatted tab.
. Choose the type of manifest you want printed.
. Select the driver(s) you want to print manifests for.
. Click the Print button.

E Print Manifests o= s

File Options

Pre-Formatted | MS Access I |5 Setp I I [E,]frint I
Styles L
Portrait Styles Landscape Styles |Schedued[ Al [ Clear
| Goofy 1 [Rogue, Bud] -
' 2 Column Pickup Time ' 1: Active Intervals '3':_"3er' 2 [Ma)
1 wfiley [Okugozh, Tom)
~1 2 Column Client Hame 1 1: Fixed Intervals | Daisy [Amadela, Bob)
| Mickey [Caper, Lopd ]
_' Page Width 1 2: Active Intervals Fadget [Jingle, Ron ]
. B B ) | Do [Mozcow, Gina) E
) Page Width w/o Directions 1 2: Fixed Intervals Tuwwaety [Ma]
' Page Width w/ Header 1 2 Active w/ Header E‘L;gasd?:‘uunnnﬁe[rl‘\;ﬁ#]
. - | |BM [Gopher, D aniel]
' Page Width w/ Header 2 1 2: Fixed w/ Header 71 |EM 2 [Gapher, Danigl]
@ Page Width w/ Signature 71 3: Fixed w/ Header | Grumpy [Spunky. Philip]
| Scooby Doo [Montana, Ron
) Stops Manifest il Scooby Doo 2 (Montana, Ro
| Enterprize [Calihar, kel
Wolunteer 1 [MaA)
Yolunteer 2 [Money, Donnal ™
Azsignments I I i@ | Cloze I

Easy Rides remembers the most recent selection of manifest that you made. Once you decide the type of format that
you will use, you will only have to select the format once, unless you choose to change manifest type you are using.

Using the option that says “Print Manifests...” is the best option if you are going to print manifest for more then one
route.
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e 15 = | A = (W, I
Log Odometer/Time

Reconcile Fares

i Zimmer Print kanifests...
1040 12742 Print M%ifest Portrait b
1100 Grass _ _
_E|§|Lur'u:h, Print Manifest Landscape >

1300 Export Manifest »
1400

_E|§||:":"3e~]-E Route Assignments..,

1410 1235
1414 NCA[ Rerowe Route for Today
Bl Break. Cool &l Tickets >
1545 hdake Al Scheduled Tickets H 2
1600 ake cheduled Tickets Hot
E Showy Route 2
Show Hot Trips On Map Ctrl+5

The choices of Print Manifest Portrait or Print Manifest Landscape allow you to print the manifest for only one driver at
a time.

It is also possible to export manifests to other formats including MS Access, Rich Text Format, and Tab delimited
format. This would enable you to produced customized manifests, send manifests via e-mail or manipulate manifests
in other ways.

Personnel Qualifications and Events See Also

One of the most valuable resources for quality transportation is great drivers and dispatchers. EasyRides has several
tools that enable transportation providers to keep important information about their personnel and provide alerts to
remind system managers when certifications or other documentation is due. This section can be found by the
following:

From Easy Rides Utilities:
Click on Admin, Personnel & Vehicles then Personnel Events.

E Tranzportation b= el
Fie Admn HAepors Archive Global Optionz Tods Help
T his Alphabetical F
Sites & Tones r ==
Prograrns & Fares F

Periannel B2 Yehicles k | Persannel
Clierts & Attributes ¥ Personnel Beents
- Aecent Personnel Bithdays 10)

Wehicles
Wehicle Types
Yehicle Buents

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
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The date when the driver was fully inoculated against hepatitis

Below is a screen shot of event codes for a transportation system.

r

E Driver Event Cades

[= ==

L v ok

[=][=)[£])=] [J
| Evenl | Note |5tatus |
L |.ﬂ.nr1.|al_l..l tctive
Chainz Anriaoly fital V1
Defensive Div Anrualy P we
Dingdaleabal Anrualy Ailive
Ememency Evac Anrunly Bl

-

L

Easy Rides Help System

When you first see the Qualifications screen it will be empty of data. Use the “+” key to add a new line for each event
drivers will need to have documented. By completing this step you will then be able to have meaningful choices when
you start to key in the information on each particular person. Remember 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.

Adding Personnel See Also

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.

To access this feature:

From Easy Rides Utilities, click on Admin, Personnel & Vehicles then Personnel.

ﬁ Personnel List

First Hame Last Hame

Eric Barbeque
N Stephen Bobat
N Bob Burnrmer
ety Calihari
N Lowd Caper
~|Russ Carousel
: K.athy Dretailz

Rozales Dolittle
| Miki Dioubt
N Chuck, Fairbarl.s
N Brian Freezer
: D aniel Gopher

Paid
43 Paid
9 Paid
34 Paid
48 Paid

3 Paid
50 Paid
46 Paid
36 | Volunteer
47 Paid

3 Paid

7 Paid

a Paid

Dirivel Dzpho

F
T T
T F
T T
T F
T F
T F
T T
T F
F T
T F
T F
T F

+ 4o

ID number is auto

=1 filled b Easy Rides
Edn

—DE':F

he prograrmmers at
Mohbiltat can change
wour setting to allow
wou to selectyour
own 1D numbers.
Fleasze call us to turn
on this feature.

j'L Cloze

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

The Personnel record (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, they will choose their name on the Dispatch Center. Activities performed by this

person on trip tickets will be recorded for future reference.

To enter a staff member click add. The following screen will be displayed.
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aF‘:r:unntlﬂl:l:urd
Firat Hame !_utt Home 1D # _Eturt Date _ End D ate
nna0m O eaom G
General | Qualilications
Address Phones Paid/¥ohmnteer Status
|F'.:|'|:| vl hohve -
CDL Quakfied
Birth Dat= Affilation Ma v | alvehicles v
oM - E License Number  Repon ID
Pazsword/FIH Driver Dispatch
Nate
| WOk | | & Cancd |

There are two tabs on the screen: General (displayed above) and Qualifications.

Please note: the password section of the Personnel record is only recorded in this one spot and cannot be accessed
easily. It is important to make sure system administrators are aware of passwords for all employees.

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.

Pertonnel Qualifications and Events
EPtrmnneiBemrd
Fiast Mame Last Hams [[il] Chaat Date E retl Dl Duakhicaton Cost
222003 = 220200 - ao
Gereal| Dusilicatons [B,:M:E’"m ] =liiani AledDao
l;uum“. | Ciate fesued | E st Drate L1 — Eﬂ;rdﬂw F2008 O+ o2enon e
Emeigency Evac
E vashushion
Fue Salaty il
Far J Ok x Cancel
fudd E it Delolo
O] X Cercel

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.
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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 below) until the dates for the event are changed.

E Tranzportetion
Fie Admn Heports Archive Global Options  Tods Help

This week In Youw Spstem
4 - Oriver Everk bleis (2
Mo 3: Barbeque, Enc - Blood Bome Pa
Fn 27: Gopher, Daniel -- Dnigddlzabal
+abhicla Evenl Aleta [4]

Expring Aennz |0]

|l powing Client Binbdays (00
I pcoming Personnel Birthdaws (1)

Aecent Client Bithdsys O]

Aacant Parsornel Bitkdays [0)

== |{oh ==

Routes See Also

To Easy Rides, a Route is a set of trips. That set of trips can be assigned to any bus and driver. You should avoid

naming a route after a bus, in case that bus becomes unavailable. You should also avoid using names for Routes that
describe the route service area, in case the route evolves over time. Routes should be given abstract names such as
sports teams, fictional characters, music groups etc. This will make changing routes, buses and drivers less confusing

by avoiding conflicting names.

To Set up Routes

From the Easy Rides Utility, click on Admin, Programs & Fares then Routes.

Order |Huute

Eﬂuutes

DRRE

E=REoE

o OF

|5tat Time |Em:| Time |Fi|:ule D asciiption” |.ri.utnL|:-a|:I'| Slaus

k.4

Pl
200 Sle=py
200 Bachful
400 Flaundar
800 “osemite Sam
EO0 M ok Drick,
FO0 Goole 1
7Rl Goole 2
BOOD il
900 Drazy
1000 Mickey
1100 Gadpet
1200 Do
1300 Ty
1400 Bugs Bunry
1500 Foad Ruaner

E00
3an
200
715
7an
¥00
(a1 H]
920
a1
200
gan
7on
a0
B00
E00
B00

TB00 Mot bssigred
1630 Leb=Run

1700 Vanoue

T1E18 Tues, Thurs axira
1630 Back up

1E00 Exira

1630 | Contract Bka Fun
1215 General Chentals
1300 | Standby

1700 “anous

1730 Vanous

TEOD Valious

10830 | Second Lake Aun
1700 Maious

1700 48ar Aurn

1700 Walious

Fds=
True
True
True
True
Trus
True
Trus
True
True
True
True
True
True
Trus
True

Schivs
Actire

Aetive |5

Active
Aclive
Activa
Adlire
Active
Adire
Active
Active
Active
Achive
Active
Achivs
Active

“NA” should always be the first item in the Route Table.
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“REQUIRED” should NOT be included in the table. Easy Rides will always require either “NA” or a Route Name.
In the example above, the transit system decided to name their Routes after fictional characters.

Each Route must have a start and end time. Routes can be given a 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 schedule a ride prior to the routes start time. Easy Rides will
also flash a pop-up message should you try to schedule a ride after that route has finished for the day.

Mfarming

! Thic Ticket Fer Dog lane
: is constrained by Wiley's Start Time.

Cancel || [gnare

Route 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
information will be available on this topic in the Dispatch Board section of the manual.

-

B Routes =g (on
DROONSEETR
Drder |F|uuh: |5turt TimclEnd Time |F|l:|l.,tl: [ esciphor ﬁ.uhﬂ.uud‘lﬁtuhs | -

100 M& =] 1200 Mat A=zzighed Falee Active

: 200 Slaapy = 1} TEA0 Late Aun Tie Active

300 EBazhful =11} 1700 W aious Tie Active
| 400 | Flounder 15 TE15 Tues, Thurs extra Tie Hictiva

: 500 rozemile 5am 7l 1630 Back up Tie Active =

BO0 Mabe Dick. FLl TE00 Era T Active

E A0 Goaly 1 45 1620 Cortract &lta Fun Tie Active

Al Gooly 2 330 1215 Gererd Cleriele Active

T 200 wie £ 1500 S tandby .F?gTi Active

: 300 Dame =11} 1700 W aious Tie Active
Vehicles

NOTE: We use the words “Vehicle”- and “Bus” are used interchangeably here.

Easy Rides 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.

To Enter Data about Buses

From the Easy Rides Utility, Click on Admin, Personnel & Vehicles then Vehicle Types. The different types of vehicles
are entered here.

RECOMMENDATION: NA can be included as an option for unusual circumstances.
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| s

E Bus Types
(]l =) ]
|l]rder |Bu= Tvpe |5tatus
[ £ NA Activa
10 aNg Artive
20 BUS Artive
4D LG BUS Active
40 CAR Active

m

E"-"ehicle Event Cades

oone

(=] = =

| Evenl | Haole
M Liconss ranswal WA
0 Charge MA,
R eqizbiztian M
Tre rolation M

m

T

Easy Rides Help System

Click on Admin, Personnel & Vehicles then Vehicle Events, then enter all the vehicle events you want to keep track of.

When your vehicle events are entered, click on Admin, Personnel & Vehicles then Vehicles. Use the Vehicles Table to
input each bus you operate in your system.

41



Printed Documentation

E Vahicles I?|Iﬁ|
== =) L | Ok
ID Ho. |l]ldﬂl |Hus Hame |5tatus | +
[ 2 L Luzlive
] 3 103 01 Foid Supreme Alive
] E 18 B 97 Foud E-360 Aelive
: ] 20 8 S FodE-350 Aclive E
g3 25 3 OOChevy Sendar Bilive
: 14 0 14 02 Ford Aera Tach Aclive
15 3% 15 02 Ford&era Tech Brlive
] 1E 40 16 02 Ford Aeva Tach Suzlive
] 17 45 17 03 Fordaema Tech Alive
N 1B B0 12 032 Ford E-350 Lelive
: 13 55 19 03Ford E-330 Arlive
20 B0 A0 03 Ford E-330 Alive
] 21 BE 1 98 Chews Sv Lilive
Ze 70 22 03 Ford E-390 Arlive
] 23 fo 23 06 Chewy E-350 Aizlive
: 24 B0 24 0B Ford E-430 Aclive

1

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
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E Yehicle Aecord
Yehicle Hame 1D # Ord Date Aquired Daole Diapoxed
] . 5 /o007 B meomiAtn G

General | Evaris

Eal’“scgé"m \WChais StaFus Licenie

e a 3 WPG 1 Actrer + UCMEGOD

] 31| - = Bus Type YIM

Hin Cap. BUS [«| 12345

Avallable Date Seats!Tie-Down  Mar Faszengers

oA 1 A
MHaole

HA

| K || X Cancd |

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. Also
note that you must fill in vehicle capacity fields in order for Automated Scheduling features to be enabled.

The Events tab displays upcoming events for the vehicle.

E V'ehicle Aecord
Yehicle Hame 1D # Ord Date Agquired Dale Diaposed
2 5 w007 E aaAsm G
General | Ewerts
|Event Evert Dale Expiration Dafe |ailerl D ate |
#| 01 Chargs 01/22)2008 02232009 /1 6/2004
Ackd Edt | | Deete |
| ok || X canca |

When an event comes due, a notice will 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.
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ETrun:purtutil:ln | =
Fir Admn HAeporke Archive Global Options Tods  Help

Thiz week In Yow Spitem
+- Oriver Evert Aleits (2]
4 Vekicle Evenl Akt [4]
4823 2 01 Ford Suprerne -- Oil Change
124726:9 00 Chawy Senaton - Oil Changs
106900: 21 S8 Chery 5% -- Qil Change
D MonE3: 2 01 Ford Supreme -- Jil Change
+ - Expiing Renns [2]
1 - Upcamring Client Birllkdayz [1]
+ - Upcaoning Personnal Birtdays (1]
Racant Client Bithdaya [0]
Aecent Persomnel Bithday= [0)

Easy Rides User Security

Easy Rides 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.
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Eazy Rides Liility Log In

Uzer Name | Adminiztistar

-

Pazswaord [ IEEl 1]

FROFPERTIES

Admin Password  passwoid

User Paszwond posssod

User Menu ltens

I File

[ Admin

[ Aeporiz -» Honthly
[f]Aeporiz -3 Mileage/Time

[] Archiwe

[ Glnhal Oplions

| « 0K | | % Cancel|

[F] Stant with Admin Pazsreod

[F] Aeporlz = Pickup Perfarmance

[T] Toodt -3 Edit Delivered Trips

[7] Toolt -» Review Suppreszed Remn:

Propertics

Reimbursement

Funders

Easy Rides Help System

Funders are agencies, organization and individuals who fund each ride. Funders are accessed through Easy Rides
Utility Software. Descriptive information about each Funder 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 contract renewals are upcoming.

To Enter Data on Funders:

Enter Easy Rides Utilities then Click on Admin, Programs & Fares then Funders. 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. Tt 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.
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E Fundlers

(=[] 2] =) 3
Order | Funder |Dest:|1|:ti|:|n
4 5 REQUIREL Thiz is a requrad field
| 10 Ha Mk
] 20 Addd Surday Area 4 hgency on dging
: 20 Addd Wavchers Area 4 bgency on Aging
20 AC3 Amescian Carer Society
: 20 ADS MC Aduk Dap Bervica: MadiCd
20 A0S PR Aduk Dap Service: Pivate Pay
] 20 AR Corlract Alta Plagional Coniract
] 20 AR County Ailta Fiegional County
N 20 Brunawick Inn Eill Brunzuack: Inn
] 20 FREE.D. N
20 GECH Galden Empire Cony dezcent Hospita
: 20 GY Core Cenler Bill G Can= Canler
20 Health Far Al Hedth lor &l
: 20 Highgata Highgale Saricr 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.

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

We 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 below 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.

EFare Types =5 EOm Ex=
[>](=]l2](=]] L) v 05|
Order |Fun: Type |5h:||us | -
» REQUIRED Active
] 10 MA Active
20 Cash Active
] A0 CAMeaachear: Actre
] 20 Diect Bl Active
20 Ofice Active
| 20 Ticket Active
] A0 Pasz Active
| A Punch Card Active
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Rate Types

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.

E Rate Type; |?||ﬁ|-
(][] 2](=) RS
Order |Hulr. |E-:|xl: Fare ||'r‘lil::|3|: FIclIl:l Shatuz | -
[ 2 |HE|:I|J|FIE|:I u] O Active
EINA ] 0 Active
| 10 Service Area z 0 Active ©
20 Mon-Service bia 4 0 Active
| 30 Volurteer 1] 05 Adire
A0 Cartract a O Active
B B0 *allow Cab 5 11 Achive
| B0 Checker Cab 10 025  Active
F0 % aur Rids 15 0 Active
Providers

The Providers table lists the organizations that will be providing rides to transit customers. Frequently a transit system
has only one provider-- .themselves. If that is the case you will have one listing in your table.

You add Providers in the Easy Rides Utilities. Click on Admin, Programs & Fares then Providers.

E Providers

()]l ](=] ) )

Order |Frmri|:ler |Flate Type |Desu:r'|:|tiur'r‘
» b Telcam Py
| q Wobnte=r | olunteer M,
10 M M
| 10 wWheds  HA N,
10 Chemy Lif | HA MR,
N 10 Taki Tallow Cab Cost of thea'velow Cab nda
| 1o Other N N&

Brokering Transportation

As transit systems expand, brokering trips is sometimes an economical option to meet riders’ needs without investing
in additional equipment and staff. Systems 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
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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.

Vehicles and Routes

Route Assignments See Also

Day Schedules are a way to group tickets together under a route heading before you know precisely which vehicle and
driver will be assigned to transport the group. Most systems complete their Day Schedules the day before trips are
run. They assign drivers to routes and print manifests, so that drivers have the list of clients that they will be picking up
the next day. Before manifests are printed, drivers and vehicles need to be assigned. You will also need to assign
vehicles before the auto-scheduling functions become available.

I8 Easy Rides - Tue 12/30 - [Transportation: ERidesG\/] =
File  Trp Tickets Auto Scheduz Tools Options  Help
B | | f_f Agent Bummer, Bob * (D755
[ |
Mon 12722 | Tue 12/23 | wed 12/24 | Fri 12/26 |_Yesterday Tomorrow | Fri 172 | Moy + |»

[ (st ) () or 17 01) 12) (2] 1) (cms) (i) [ cooit) @)@

Staties Boards

mEY

[Enaavos |

3
3] j
1NFS

Gioofy 1 GuufyZ ' """ aEe
Route  mmml) oo Bl — I LR s odometeTme =i

&_ | Ketels, Louie i Ereak. Bre& E|E Breal

0800 Durigan Res. (17€ 123u- Recancile Fares
0910 Prde (12451 Lome: 1400 )

=]
E || Kigles, Mae Print Manifests... mh @
0800 17588 Brewer Rd 1 Print Manifest P ortrait » (M =3
0910 Pride (12451 Lom: i ) hoi ||®
MKetels,Louie Print Manifest Landscape * lea e
1510 Pride (12451 Lom: Export Manifest b Wal =
1550 Dunigan Res (17€ hD: |
i|Kis[ea, Mae Route Assignments.., ran
‘LSI_IJ_iPnda 112451 Lom Remove Routs for Today arv:w
| Cool & Tickets b
| hake &ll Scheduled Tickets Hat »

Right clicking on the Route Bar displays a menu but some of the items have been placed right on the Route Bar for
easy access.

5 e T

Frank Brian [H]

Clicking the icon in a route field opens a form where you can easily view and make changes to your route
assignments. As drivers and vehicles are selected, the lists on the right reflect those still available. Those selected on
the left show red text until clicking Apply at the bottom. Removing the checkmark from ‘Hide Assigned’ reveals the
entire lists of drivers and vehicles in the event drivers and/or vehicles need to be scheduled to run a morning and
afternoon route.
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E Route Azsignments

Route ID: 13 Drriwer I0: 7 Bus ID: 15
Constrainks:
Seatsi11 W2

Roke Diriver Wehicle -
4
N Daisy Amadela, Bob 16 03 Ford Ae
N Mickey Caper, Loyd 17 03 Ford Ae
" |zadget Tlingle, Ron 18 03 Ford E- =
N Dac Maoscow, Gina 22 05 Faord E-
" |rweety HA A
N Bugs Bunny M A
N Road Runner A, M
" em Gopher, Daniel 24 06 Ford E-
N IEM 2 Gopher, Daniel 24 06 Fard E~
N Erumpey Spunky, Philip 25 06 Fard E~
: Scooby Doo Maontana, Ron 26 07 Ford Skal

|z Constraints |

3

===

Start Time Fon End Time 1600
/| Hide Assigned = fi=)
Drivers ‘ehicles
A - &
Barbeque, Eric 2 01 Faord Supreme
Bobcat, Stephen & 99 Ford E-350
Burmer, Bob 9 00 Chewy Senatar
Carousel, Russ 19 03 Ford E-350
Daolittle, Rosales 20 03 Ford E-350
Fairbanks, Chuck 21 93 Chewy v
Hoops, Kelly 28 08 Chewy Ameritrans
Jostle, Toni
Kicks, Daon
knife, Pam
Malware, Mickey
fMammal, Dorothea
Mazxirurn, Jerry
Monterey, Stan
OMwagash, Tom
Pencil, Melissa
Perriwinkle, Peiser
Persimmon, Bart N

| o 0K | | 3 Cancel

Ellipsis buttons @J@J have been included to allow users to click and view driver and vehicle assignments the way
they were displayed in the original forms.

Sub-set Optimization

Sub-set Optimization optimizes tickets with a common pick-up or drop-off within a route and displays the best route in
MS MapPoint. Right click a ticket and if Easy Rides detects other tickets in the route with a common drop-off or pick-up
address, it will offer the subset optimization menu item.

Subset Optirnization

1) Carney, John
2} Kidwell, Corinne
3) Hawkins, James

4) Pride {12451 Loma Rica Dr) [0900]

Detected Subset with Common Drop-off
0} Break, Break - before subset

| B8 subiet g maaticn
File Ed Mew D

Rpste planer - =

Ty place o sddrars: Surweany 12.2 ndes (41 veruhes)
Carsturton infonmnskion for your rute e out of date. Clck B bre o cpdaba.
mE o0 [T Deepset Brea, Bresk on SR-174 [Caktsi Hivg] .1
il vt I 11 e RIGHT {Marth ot 52074 [cokas ave] ot
el L] 3z Tum LEFT b stary o 58174 (Dol ax Aw] 04
= s Ve RIGHT ceto el Y
[ e, me (=] 3% Tum RIHT (Mot orin 5 Auburm 5 03]
(s estinted s sp nienermies
] i, covions

Ctrl+S

UWE 1 e mou
Cool &ll Tickets
Show This Trip an Map
Sutt\\jet Optimization
uts Tacl:  Hip )

B[ -mml a0
e

Tree

Itnsctien

B evide (1251 Lo o

v

;W wm

Hough-an o o ot AR
{ um w“ 5]
LE Hmn*@,
£
Bastnn 5
= L
ﬁé” % 1?.,'-‘(-‘ i A

Subset Optirmization

Expected savings: Distance [-0.96 mi] Tirme [00:15 min:sec]

/| Use common drop off time of 0900 on all tickets in subset.

® o | | 23 Cancel |

2

uum

End Service See Also

Selecting the S — Revenue Service, N — Non Revenue Service or E — End Service buttons displays a form to log the
odometer readings and time for beginning and ending service, breaks, etc.

Farebox Revenue
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In Service See Also

Revenue and Non-Revenue See Also

As each driver leaves the lot, they’ll call in their beginning mileage to us on the radio and we’ll Log the Route in
Service. Notice that the routes that are “dead heading” to their first pickup are shaded yellow, the ones in revenue
service are shaded white and the one not yet in service is grey.

Logging Odometer and Time See Also Watch the Video

Change Status buttons exist only on the current days schedule. Selecting the S — Revenue Service, N — Non Revenue
Service or E — End Service buttons displays a form to log the odometer readings and time for beginning and ending
service, breaks, etc. It also provides a convenient alarm to notify you when it is time for a driver’s break and when the
break should be over. Because time/odometer data is used in reports and in billing, it's important to enter the updated
time and odometer reading. The colors on the route columns on the Dispatch Board correspond to the latest record in
the Vehicle/Odometer Log. White indicates that the route is in service, yellow means the route is in non-revenue
service, and grey indicates that the route/vehicle/driver has Ended Service.

At the start of the day, each route should already be in End Service (Gray) status from the previous day. In this status,
only S — Revenue Service and N — Non Revenue Service are available as choices.

Wwilep [5]
Frank. Brian [N

The drive to pick up the first passenger would typically be considered Non-Revenue as would be the case anytime a
passenger is not on board the vehicle although some agencies choose to keep records differently. The driver would
radio in to report the departure. We select N — Non Revenue. The time is automatically entered so all we have to add
is the mileage which in this case should be the same as the ending mileage from the previous day. Rather than
entering the entire odometer number, we can enter the last few digits and press the space bar on the computer
keyboard.

m Change Status o ==
Wil 15 02 Ford Aera Tech  Frank, Brian Hon-Revenue * 12431708 702 4
Route Wehicle Diriver Event Time Odormeter

15 02 Ford Aera Tech |Frank, Brian

L0 After close: add alarm for [C] 30 ik [ " OK l ’ 3 Cancel ]

Then click OK. The route is now yellow.

E Change Status
Wiley 15 02 Ford Aero Tech  Frank, Erian Hon-Revenue * 1243108 02

Wehicle Driver Event

15 02 Ford der Tech |Frank, Brian /30, 1613
L0 After close: add alam for ] 20 mir 0k 3 Cancel

Route
154124.00

The driver radios in to report picking up the first passenger. We click the S — Revenue Service button. The time is
automatically entered again. We enter the last few digits of the odometer, press the space bar and click the OK button.
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E Change Status
Wiley

15 02 Ford &ero Tech  Frank, Brian Fevenus v 12/31/08

Ewent

MNon-Fevenue

Lo After cloze: add alam for 7] 30

Foute

1541 1]

[ ynw | @ Cancel |

min

When the driver goes to break or lunch you would select N — Non Revenue and record the odometer. You can also
add an alarm to inform you when the break or lunch is over.

When the driver arrives back at the end of the day, we select E — End Service and record the final odometer number.
The route changes to gray to reflect End service.

Easy Rides also watches the scheduled times for the routes and indicates with red boarders and hashed status color
any routes that are scheduled for a different status but haven’t had an odometer status entry yet.

||E|‘ 2] D |[E|‘
[E] Hl

?l Michey
Capei, Layd

bcecaw, Gina
e :

Logging Mileage and Time See Also
This is the alternate method to Logging Odometer and Time.

Right clicking on the Route Bar displays a popup menu. Clicking on Log Odometer/Time in that menu displays the
form shown below.

ELDQ Odaormeter and Tirme o ==
Dizplay Cortrolz
Organize By Select From Ta
Wehicle 15 02 Ford fero Te 03/m/a08 o« 12/31/08 0 -
= Delete Fow g«: Irizert Fow B Update Row
il 15 02 Ford fera Te Freezer, Brian on-Revenue | 12/31/08 024 154124.00
[Fote ' G Ewent IED -
! : ord Aero Tech g ] [
] Wiley 15 02 Ford &ero Tech | Freezer, Brian MNon-Fevenue 12/30/08 154103.00
Wiley 15 02 Ford &ero Tech | Freezer, Brian Revenue 12/30/08 1609 153683.00
: Wiley 15 02 Ford Aero Tech | Freezer, Brian Mor-Feverue 12430408 1606 153675.00 |5 l
A Wiley 15 02 Ford Aero Tech | Freezer, Brian Revenue 12/30/08 1603 153673.00
B Wiley 15 02 Ford Aero Tech  Freezer, Brian Mon-Revenue 12/30/02 1557 15367000
] Wiley 15 02 Ford &ero Tech | Freezer, Brian Revenue 12/30/08 1258 153518000
A Wiley 15 02 Ford &ero Tech | Freezer, Brian MNon-Fevenue 12/30/08 1200 153513.00
Wiiley 15 02 Ford Aero Tech | Freezer, Brian Revenue 12430408 1103 153468.00
B Wiiley 15 02 Ford Aero Tech | Freezer, Brian Mor-Feverue 12430408 1046 153453.00
B Wiley 15 02 Ford dero Tech  Freezer, Brian End Service 12/29/08 1615 153453.00
] Wiley 15 02 Ford &ero Tech | Freezer, Brian MNon-Fevenue 12/239/08 1601 153440,00
_|iley 15 02 Ford Aero Tech  Freezer, Brian Revenue 12/23/08 1416 16332400 _

This screen will allow you to add mileage and time entries as your driver begins his day, goes to lunch, ends his day,
or as the vehicle is operating in non-revenue service. The grayed out text corresponds to the route on the dispatch
board where you placed your cursor when right clicking. The Wiley Route is used in this example. When the form
comes up, it shows the route, vehicle assigned (15 02 Ford Aero Tech), the driver (Brian Freezer) and the current
date (12/31/08). These fields will remain gray (unless you need to edit an entry which is discussed below).

To insert a new entry: Choose the type of entry (Revenue, Non-Revenue, End Service) from the drop down. The

system will default to the next logical entry. For example, the screen shows the last entry was an End Service entry on
12/30/08. The next entry should be a non-revenue entry (to begin the driver’s day) so the system defaults to Non-
Revenue. If this is not the entry you wish to use, simply click the drop-down box to choose another.

Next, you will enter a time. The system defaults to the computer’s current time. If this is the time you wish to enter, skip
to the odometer field. The system defaults to the last entered mileage. If this is correct, simply select “Insert Row” (this
would be true if the last entry was End Service and you know the vehicle had not been driven since that entry date and
time). If you need to enter a different mileage (ex. the driver is now going to lunch), the system is set so that you only
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need to enter the last few numbers of the mileage, then hit the space bar. The system will automatically populate the
field with the complete new mileage figure. Ex: The last mileage was 154124. Highlight the box and enter the last few

digits, in this case 374. Press the space bar on the computer keyboard. The system updates the odometer field to read
154374.

To Edit an entry:

With the same screen displayed, you can click on the “Edit Mode” button and see that the fields are no longer grayed
out. This allows you to correct any entries that may have been entered wrong. In the Edit Mode you can highlight the
row you wish to correct. You change the information by using the drop-down boxes or by editing the time or mileage
fields. When you have the correct data entered, click “Update Row”. You may also remove duplicate entries by
highlighting the row to be removed, then clicking on “Delete Row”.

Reconciling Fares See Also

This feature allows you to reconcile the driver’s farebox with expected fare amounts from the Trip tickets. To work
properly all of that route s tickets need to be accounted for by being marked as delivered, suspended, canceled, etc.
Once the delivered tickets are archived the reconcile fare feature is no longer available.

E Recaoncile Fares for Delivered Trips = [ =[]

Date 10/74/2008 -

-

Drnver [ Rogue, Bud v]

Double click to list tnpsz for the fare type

Fare Type Trips Pazzengers Amount
M, 1] 1] 0.00
Cafdouchers 1] 1] 0.00
Cazh 10 10 20.00
Direct Bill 1] 1] 0.00
Office 1] 1] 0.00

After the route is completed and all of the trip tickets are cleared (delivered, canceled etc.) you may wish to reconcile
the farebox of the route. To do this, right click on the desired route then click on "Reconcile Fares". A print out for the
route will be provided showing the cash, tickets and other payment forms accepted by the transportation provider.
From the “Reconcile Fare For Delivered Trips” you can change the Driver on the drop down list to get other driver’s
fare box reports. Press Print if you want to print the screen.

Other Route Options
Route Assignments (Alternate Access Method)

Selecting Route Assignments from the Route Bar menu opens the same Route Assignments window discussed
previously.

Remove Route for Today

This option deletes the route from the current day schedule only. Any tickets left on the route will be marked as
cancelled.

Cool All Tickets

52



Easy Rides Help System

You can also cool all tickets by clicking the “Cool All” control button or by right clicking on any ticket and selecting Cool
All Tickets from the menu.

Make All Scheduled Tickets Hot

Choosing “Make Hot This Route” is useful for handling a route’s tickets all at once. For example, you could move all
tickets from the scheduled to the sent board after a route’s manifest is printed.

Choosing “Make Hot All Routes” is a risky procedure. If you accidentally click in a route all trips
would be moved to that one route. Whatever procedure you choose will be applied to all hot trip tickets.

Giving Rides
Trip Tickets See Also

To add a trip ticket, select one of the “Clients” buttons. This opens the Client List window. Single click a client in the
list. This will highlight the client. Click the “Add Trip” button.

Note: An alternative way of doing this is to double click on the client’'s name. This too will open a new trip form.

A trip ticket will now appear on the screen. The default information from the client file is automatically entered into
the Trip Ticket Form. The recent frequented address for this rider can be accessed by clicking on the down arrow in
the address section.

Client List =
Marne Crt *
do
4
_|Deleman, John 5 1] - -
Domenici, K.aren 0 Trip Information

=

: Dronegan, Lois ﬁ = Add Trip
_ Donesky, Carl

= || 2 EditTiip

Darken, Francis

Drarmz, Karen

’ L2 Subscription

| Douglaz, Rachel
Drawler, Rozcoe

o o o o o

_|Davle, Sheryl Client Information

| =5 Add Client |

| 2 EditClient |

[ /5’ Comment ]

il [ = | Close

If the client has no previous trips in Easy Rides, click on blank area of the the delivery address, and a new address
can be input. Begin by typing the first letters of the name of the address. The address window will open, displaying a
list of matches. The default pickup address is the client’'s home unless otherwise specified in the client file.

A specific route can be assigned at this time or simply leave the default of NA. That will place the trip in the pool to be
assigned later.
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[dewe Trip Farem

Chent Name 1D Age Philie Chent Stahswe Special Needs Vehicle Type
Doe. Jane 2243 96 [5WN)98T-6542 [uA .”_a...hmat.,.,. -] MA -
Wadneaday a -Stop Timas-| Conditional Trip
Eri7sz00e G- | Call Back | | Peol -
Addreases Frequent Addregacs Iment Site Reqat. Schel Houte
Pickup 123 Sesame St 4 HA - 2310 2310 | HA -
Delivery v NA v 2310 23 ﬂl'(m"
Appointment  Board Time
Hone *| 3  mns
Provider Rate Type Fare!Amounl §  Fare Type

v Telecoare +  Service Area - 2 I;l Cozh -
Nbr. Psnors 1 Purpose FEDLARED *  Heference HA hd DB List 3 Na -
Hbi Abndtz O P. Funder Self i Income HA - DE Lizt 4 HA -
Mbr. Ezcrta 0 S. Funders - [C1NA 1 Cp Gtate HA - DE List & NA -
Stopovers 0 Sche Agent o Bummer, Bob DB List 6 HA - DB List 7 HA -
Tip || HA
Hote o
Client (2| HA
Hotc: E

(¥ 7 0K
Pickup i
Drechon
Drﬂpﬂ" Phone ﬁ Porrel
Diweclion

Also note that Easy Rides provides for trips with multiple legs (e.g. home to doctor to pharmacy to home). Each leg
has a separate Trip Ticket. After filling in the information for one trip, click on the “Next Leg” button to display a new
Trip Ticket to schedule either the return trip or another leg of the trip.

Any fields that are REQUIRED need to be completed. In this instance purpose of the trip needs to be selected from
the drop down menu. When the “Next Leg” button is pushed the client information included in this and other fields will
populate the screen for the return trip. If an individual has more than two trips scheduled, perhaps they go to the
doctor then the pharmacy, and then go home, please assure that the information that might have changed, like

Purpose is properly documented.

Creating and Editing Trip Tickets See Also

A trip ticket form can be opened for editing from many different screens in Easy Rides. Once you open an existing trip
you can edit anything in the trip form the same way you create a new trip. If you notice that the trip form is shaded
differently than normal, check the date because it is an indication that the trip occurs in the past — this serves as a

visual cue to avoid potential errors when editing a trip.

You can open a trip form from the following locations in Easy Rides:

« Edit a Trip from the Planner -- Click on a ticket placeholder in one of the timeslots of a route. Double click on the

desired trip ticket.

« Edit a Trip from the Schedule (Dispatch) Board -- Single click on the desired trip ticket.

* Find a Trip — From the Schedule Board either use the keyboard shortcut {Ctrl}+{f} or click on the menu item “Trip
Tickets” then “Find a Trip”. Locate and double click the desired trip. Either of these methods will open the “Edit Trip”
form. You can make any changes to the trip ticket the same way you create a trip.

« Edit Trips from the Client List -- Open the Client list. Locate the desired Client and click once on the name. With the
client selected, click on the “Edit Trip” button. This will open a new window with a list of the Client’s “Scheduled and
Standing Trips” and “Long-Term Reruns” — you will see that it is divided in two sections:
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e

F 2 Trip Tickets for Dae, Jane = B[]
SCHEDULED AMD STAMDING TRIPS 4

Date Ticket |TripID  |Route/Status|

Friday | =i Do, Jane

Dec 19, 2008 1410 123 Sesame St
1414 MCA (200 Litton Dr.)

Monday E§ Doe, Jane 160831 Wiley

Dec 22, 20058 [1410 123 Sesamne St SCHED
1414 MCA (200 Litkon Dr.)

wednesday |[E/Dos, Jane 160832 Wiy

Dec 24, 2008 [1410 123 Sesame St SCHED
1414 MCA (200 Litkon Dr.)

Friday E | Doe, Jane 160833 Wiley

Dec 26, 2008 [1410 123 Sesame 5t SCHED

1414 MCA (200 Litkon Cr.)

LOMG-TERM RERUMS Show Deleted 1
Date Range |Ticket Days Route
12/19/2008 E§ Doe, Jane ST R F |5 | | wiley

03/19/2009 (1410 123 Sesame St

FITIF|TIF|TIF
1414 NCA (200 Litkon Dr.)

) =1 | (=) Print Grid | | & Close |

1) Scheduled and Regular Trips

The top part lists all of the trip tickets that have been created for the client either individually, from the Short Term
Reruns, or when a day schedule has been created matching the conditions of a Long-Term Rerun. It shows name,
date, time, pickup and delivery address, route, status and trip ID of each trip ticket. Remember that if a client has “a
trip” going from home to the grocery store then back to home, there will actually be two trip tickets in Easy Rides (one
for each leg of the trip). To edit a regular trip from this section, double click on the desired trip ticket and the “Edit Trip”
form will open where you can make any changes.

2) Long-Term Reruns (Subscriptions)

Subscriptions (also referred to as “Long-Term Reruns”) are templates that Easy Rides uses to create trips when a
matching day schedule is created and are shown at the bottom portion of the “Trips for this Client” window. The Long
Term Rerun List can also be displayed by clicking on the Trip Tickets -> List Rerun Trips item in the Main Menu.
Rerun Subscriptions for all clients will be listed when the Long Term Rerun List is entered from the Main Menu.

To edit the subscription (Long-Term Rerun) — double click on the desired leg or Rerun. This opens the “Edit Rerun
Trip” form which looks similar to the regular trip form except it has the “From Date”, “To Date”, weeks and the days of
the week checkboxes at the bottom of the form.
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Create MultipleTrips

Short Term | Subszcription [Lnng-term]|

Choose Dayz from Calendar Checked D ays For this new Trip
S Dec18, 08 Thu
J Dec 23,08 Tue
1 January, 2009 b Dec 25,08 Thu
Sun Mon Tue Wed Thu Fri Sat || o fod fue
22 29 30 31 1 2 3 [[Z)an06 03 Tue
4 5 6 7 & 9 10 S Jan 08,03 Thu
11 12 13 14 15 16 17 S Jan13.09 Tue

1 19 20 21 22 23 24 ||¥dan15.03 Thu

5 26 27 28 ¥ 00 3 S Jan 23,09 Thu

1 2 3 4 5 6 7
[ Today: 01/28/2009

Generate Days from Pattern

From D ate To Date

1271842008 [~ 01/16/42009 [~

[¥] First S M TWH F S

M Second ([0 O # [0 Fi0 O

[¥] Third

] Last | Uncheck All| | CleanUp |

| @0k || @ Cancel |

To delete a subscription, click once on a trip leg and then click the “Delete Rerun” button. Repeat this for each leg to
be deleted.

Occasionally, a client doesn’t want their regularly scheduled ride on a certain day(s) — to easily prevent those trips
from being created by Easy Rides, use the Suppress Rerun feature.

To Suppress a Rerun

There are two ways to access this. The first is to select a client in the Client List and click Edit Trip. This opens a list of
the client’s trip tickets. Click the desired long term rerun to high light it, then click the “Suppress Rerun” button to
display the “Suppress Rerun Subscription Trips” window. The second is to click the Trip Tickets menu item, select
“List Rerun Trips” and search for the desired client name. From there, click the rerun to high light it then click the
“Supress” button. Next, double click the days on the calendar the client wishes to cancel, then click OK. If the client
should change their mind and want the trips after all, access the “Suppress Rerun Subscription Trips” window again
and uncheck the listed Suppressed days and those trips will again be created (unless the day schedule has already
been created). It's important to remember this for each day schedule created the trip tickets for that day have also
been created from the Subscription template (Long-Term Reruns) and are now independent and must be edited or
modified individually in the Regular Trip section. “Suppress Rerun” only works on days that have not yet been
created.
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Suppress Rerun Subscription Trips

D ates Suppress on Checked Days
J Dec 31,08 wed
1 January, 2009 M Jan 02,09 Fr

Sun Mon Tue Wed Thu
28 29 30 3 1 [0
4 5 6 7 3 g 10
1 1z 3 14 15 18 17
15 18 20 21 22 23 M
25 2 7 o M 0 A
1 2 3 4 5 3] 7

] Today: 12/19/2008

Reruns Pickup

Doe. Jane 1410

[] 5ave list for anather Rerun

| ok | | @ cCancel |

If you cancel, no show or delete a trip ticket and the Client has other trip tickets for that day, Easy Rides will prompt
you to apply the same (cancel, no show or delete) to the other trip tickets for that day. If you wish to also do the same
for the other trips, check the box next to the appropriate leg (trip). If you do not, then leave the checkbox cleared.
Once you decide whether or not to include the other trips click the “OK” button.

E Client Has Other Trips E@

On Wednesday. January 21.
Reynolds. Amy
also has the following trips.

Trips in effected groups.
Reynolds, Marone :: 0800 [17683 Brewer Rd]

Mark with a check any other trips that
should also be moved.
Then refresh dispatch boards. [ o OK ] ’ a ogce ]

Subscription Trips See Also

Easy Rides provides for two types of Subscription (Rerun) Trips: “Short Term” and “Long Term”. Short Term Reruns
are trips that will be repeated on a regular basis for a reasonably short period of time - up to 90 days. This is also
where you will create subscriptions for the odd schedule (e.g. every other Wed). Creating a Short Term Subscription is
like using a copy machine in the sense that Easy Rides will immediately create copies of a trip that you want to repeat
on the days you specify. Upon completion of creating a short term subscription, the tickets become independent of
each other and are then listed in the regular trip section of the Client’s “Edit Trip” screen.
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Client List =]

M Cht -
arne h s do

4

Dalermarn, John 5 ] ]
Trip Information

| CJAddTip |

| [ EditTip |

Domenici, K.aren

Donegan, Lois

] Donesky, Carl

oo o o O

m

Darken, Francis

Doz, Karen

Douglas, Rachel -2 Subscription ]

1

Dawler, Bozcoe
_|Dovle, Shenl 0 Client Information

| 55 Add Client |

| 2 Edit Client |

[ /5’ Comment ]

il ’ 2 | Cloze

Creating a Long Term Subscription is more like creating a template in Easy Rides used to generate trips when day
schedules are created matching the conditions (days) of the long term subscription template.

Short Term Subscriptions (Reruns)

Clicking the “Subscription” button on the Client List Form and then the “Short Term” tab will display the Short Term
Rerun Form. Within this Short Term form there are two methods:

“Regular Trips” — which is to enter the From Date and the To Date for the period that the Trip Tickets are to be
generated (the maximum period is 90 days) then check the days of the week for each trip. After setting the From Date,
To Date, selecting the desired weeks and checking the days, click on the Create Trips button and a list of the trips will
be shown on the right.
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Create MultipleTrips
Shot Temm | Cuhgciiption [I_nng-tarm]l

Choose Dap: From Calendar Checked Days for this new Trip
+ Dec 18,08 Thu
¢ Dec 23,06 Tue
! January, 2008 F || Dec 26,08 Thy
Sun Man Tue Wed Thu Fri Sat jj’;fn?ffég Jue
aE w3 = 1 2 E #Jan 6, 09 Tue
4 5 & 7 &8 9 10 ||#Jw0s 09 Thu
11 12 13 W 15 16 17 ||FJaw1209 Tus
1B 15 20 A 2 13 M ||Fdaw1503 Thu
% 2% 27 2 i{@iaw 3 ||FInH03 Th
i 2 31 4 5 § 1
[ Today: 01/28/2009

Generate Daype from Patlern

From D ata To Date

12162008 (B~ 0171622009 [E-

[ Finst M TWHR F §

Elﬁecnm:l DD El%l:ll:l

[7] Third

7 o

7] Last |Uncheeh 1) | Ceonlp |

| 20k || @ Carcel |

“Special Trips” — are trips which can also be added to the list by double clicking on a date in the calendar at the top of
the form.

Trip Tickets will only be generated for the dates with a check in the box. In this example, we are going to generate trip
tickets for every Tuesday and Thursday from December 18 2008, to January 16, 2009 and then an additional special
trip on Thursday January 29 as well. Don’t worry too much about the names “Regular Trips” and “Special Trips” on this
form — either method will have the same results as long as the days are checked on the right side of the screen. It
should be noted that the disadvantage of using short term subscriptions is that the “Suppress Rerun Subscriptions”
feature is not available because the trip tickets are generated immediately and now must be handled independently
(see the section on “Editing Trips” for more detail).

Long Term Subscription Trips See Also

The Long Term Reruns feature provides you with a convenient form for creating a subscription for this trip (including
all legs). Clicking on the “Subscription” button on the Client List Form will display the “Create Multiple Trips” form with

the “Subscription (Long-term)” tab displayed.
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Create MultipleTrinsg

| Subscription [Long-term])

Repeat Trip Schedule

From D ate ToDate B89Days
12192008 [Ew 03A9s2009 [l
[] First
[¥] 5econd S HMTWRF S
[¥] Third [ o Y
[¥] Fourth
[¥] Last

| @0k || @ Cancel |

A subscription will be created to generate Trip Tickets for each week and day that is checked during the period
specified in the From Date and To Date fields. Trip Tickets are not actually generated until a New Day Schedule is
created matching the subscription’s checked days.

Clicking on the “OK” button from the “Subscription (Long-term)” tab will display the New Trip Ticket Form for entering
the details and any subsequent legs — from this point, the process is the same as creating a regular trip — see the
chapter on “Creating a Trip” for more details on that. Trip Tickets will not be generated until the OK button is clicked
on the Trip Ticket Form. Once you click the “OK” button, trip tickets will be created for the existing day schedules
within the dates you specified. The remaining trip tickets will be created upon each matching day schedules creation.

Check Permit Status

Check Permit Status is found on the Easy Rides “Tools” menu. This feature displays a list of Clients whose
authorization has expired or is expiring in the number of days specified. Double clicking on a Client or selecting the
Client then clicking the “Edit” button opens the Client Form for editing.

Trip 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.

To Entering Trip Purposes”
From the Easy Rides Ultility, click on Admin, Programs & Fares then Purposes.
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El:'urpnses IE"E
[ ][]+ ] =) ] v ok |
Order | Purpoze |5tutu5 | -
> | REOUIFED sclive
] 10 NA Aclive
20 Heath Felaed Ailive S
] 20 Medicd Ailive
] 20 Nutition Ailive
] 20 Perzonal Arlive
] 2D Sahool Aclive
] 20wk, Alive

Listed above 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.

About Time for Rides

Please note that Easy Rides uses military time to document pick up and drop off times. In the sample trip above the
individual is being picked up at 14:30 (or 2:30 pm) and will arrive at her destination at 15:00 (or 3:00 pm). Below is a
table you can use for translating conventional time into military time:

Conventional | Military
8:00 am 8:00
9:00 am 9:00

10:00 am 10:00
11:00 am 11:00
12:00 pm 12:00
1:00 pm 13:00
2:00 pm 14:00
3:00 pm 15:00
4:00 pm 16:00
5:00 pm 17:00
6:00 pm 18:00
Dispatching

Creating a Day Schedule

Day Schedules are a way to group tickets together under a route heading before you know precisely which vehicle and
driver will be assigned to transport the group. Most systems complete their Day Schedules the day before trips are
run. They assign drivers to routes and print manifests, so that drivers have the list of clients that they will be picking up
the next day. Before manifests are printed, you need to assign drivers and vehicles. You will also need to assign
vehicles before the auto-scheduling functions become available.
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The Dispatch (Schedule) Board is where users visually interact with a specific day’s trips, routes and assignments.
Before we can open a day on the Dispatch Board however, we must first create a day schedule by clicking the Trip
Tickets menu item and selecting “Create A New Day Schedule”.

e

E Easy Rides -- Mon 12/22 - [Transportation: ERidesGyY

File Trp Ticketz Auto Schedule Tools Options  Help

| - Display Trips Ctrl+E
We List Rerun Trips
= Find & Trip Ctrl+F
Celiver/Suspend Trips [
3
_EE LSdd a Route
104 Rearrange Routes
:EJ:% ShowHide Routes
331 Create & Mew Day Schedule
Imhrt Tickets

When Easy Rides opens the Create A New Day Schedule form, you will notice that it will look slightly different
depending on whether the day has already been created or not. If it has not, the “OK” is active (not grayed out).

Create a Day Schedule
Date
1242242008 = 12 Reruns [Subscription Trips]

@ Show check-list of supprezsed/erpired/lock ed-out Berunz.
Create no Berns; simply show checklizt of all Reruns.

lgnare list of suppressed/espired/locked-out Reruns.

Undo [ o 0K ” 3 Cancel |

If the day HAS already been created, only the “Undo” button is active and the “OK” button is grayed out (Note — In the
event the Undo button is grayed out on a previously created day, you will need to click on the Tools menu item and
select “Reset Open Day Counter”). In either case, it will list how many Reruns (Subscription Trips) there are for the
date selected.

Create a Day Schedule
Date
12/22/2008 - 12 Reruns [Subscnption Tnps])

Show check-list of supprezsedderpired/locked-out Berunz.
Create no Rerunz; simply show checklizt of all Beruns.

lanare lizt of supprezsed/erpiredlock ed-out Berunz.

o OK E3 Cancel

After you select the date there are 3 options to choose from, click the radio button next to the desired option and select
the OK button.

Option: “Show check-list of suppressed/expired/locked- out Reruns”

Usually the most desirable option because you can see a reminder of normally occurring Reruns that are NOT going
to be created on the selected date, due to expired or suppressed reruns. You may also see that you need to update a
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Client’s expiration status and perhaps extend their expiration date on their Subscription. When the Scheduled Reruns
screen appears check the box next to any trips you wish to create regardless of the listed status then click the OK

button.

r

E Schedule Reruns

=4 EoR EXH

Check the Berunz that zhould be created arpwan.

{Empired; 0700 - Break, Break,
Ewpired: 0700 -- Break, Break.
E=pired: 0710 - Briggz, Barbara 5
Expired: 0715 -- Ozborn, Jymeen
Expired: 0718 - Smoat, Phylis
Ex=pired: 0725 -- Hayes, Samuel
Ewpired: 0725 -- Pinter, Jamie
Expired: 0723 - Cuff-Rizke, Donald
Ew=pired: 0730 - Frost, Larmy
Ewpired: 0730 -- Melzon, Don
Ew=pired: 0735 - Cazey, Fred
Expired: 0735 - McCovy, Michael

-

Option: “Create no Reruns; simply show checklist of all Reruns”

Useful if you wish to authorize each and every Rerun for that day, but this could be time consuming. Click the OK

button.

Option: “Ignore list of suppressed/expired/locked- out Reruns”

This is the quickest method of creating a Day Schedule but also the most likely to result in errors. For example, if a
Client is eligible to ride, but the system has not yet been updated, their Rerun will be listed as “Expired” and the trip
ticket will not be created. Click the OK button. The Day Schedule is now created, and available on the Dispatch

Board:

Mon 12715 | Tue 12416 | Wed 12717 | Thu 12218 | Fi 12419

" Tomorrow | Wed 12/24 | Fri 12726 | Mon 12 -

|r"'\n_
31

The Planner Board:

| Befresh || Lol Alarm | Sort |El |E| |E| |E| | 1 C_Iientsl |!{‘ Buddies| |

Cool an| [ 2] [ 2]

Mon 12/15 | Tue 12416 | Wed 12117 ) Thu 1218 | Fri 12119

Tomomow | Wed 12724 | Fii 12/26 | Mon 12«

Dec 22 |PO0I

Goofy 1

Goofy 2 Wiley Daisy

Mickey

Gadget

Dhoc

Tweeky Bugs Bul -

130

and via the calendar icon on the Dispatch Board (open days are indicated in bold):

Mon 12215 | Tue 12416 | Wed 12117 | Thu 12418 | Fii 12419

| Riefresh | i

| Tomonow | Wed 12/24 | Fii 12/26 | Mon 17/«

Dec 22 |P-:o|

Goofy 1

Goofy 2 Wiley Daisy

Mickey

Gadget

Choc

Tweeky Bugs Bul «

130

Old Day Schedule Tabs

| Refrezh | i
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Tabs for day schedules older than 3 months show in red to help keep them from being confused with current day
schedules. It is recommended old day schedules be deleted after archiving them, unless necessary.

F

E Easy Rides -- Tue 1/13 - [Transportation: ERidesG

FEile Trip Tickets Auta Schedule Tool: Options  He

3= | |§h° o) |.-'-‘-.gent Doode, vankes -

Fri 10210 | Mon 10413 | Tue 10714 | Wed 10/

[ Befresh ] [ o0 #larm ] Sort E

Understanding the Dispatch Board

Once a particular day’s schedule is created it can be modified, viewed and used via the Dispatch Board. Just click a
day tab to open a particular day.

The Dispatch Board is below. Notice the date of the schedule you opened appears in the title bar (blue area) at the top
of the screen. The schedule includes Trip Tickets for the current day. There are several sections of the schedule that
have specific purposes and capacities. These are outlined below. Please note that many sections of the Dispatch
Board can be adjusted both horizontally and vertically by clicking and dragging your mouse to increase the column
width or the screen proportions for pool, schedule or staging area.

F28 Easy Rides -- Mo 10712 - [Trar{ gortatian: G091422] = =]

File Trip Tickets Auto Schedule  Tools Options  Help

| 2] | |3{> s H\gent Barber, Sweany ~ 0645
I
Mme 10/13 | Wed 10/14 | Thu 10/15 | Fri10/16 |

’ Befresh ] ’ r;-JJ Alarmm l Sork ’ 2 Cl_ients] [{P Buddiesl [ Cool AII]
Status Boards

Bl adams, Christa

2310 132 Lark 5t

2310 Campbell, David Dr
ﬂ;l &dams, Freda

2310 Springhill Manor (32
2310 Callaham, Peter Dr

|(31naaHos |

1N3S

[ Sleepy Edbs | wmobyDick  |EMie | Goofy1  |EP0 [ Goofyz | [ wiley

Sandbagging, Mark Burnsrush, Bob Rogers, Buck Domore, Rarely Frank, Beans N Jeronlmo,

Bl BrEAK, BREAK Bl adams, Joe Bl emplin, Jeanine || B Jf Lynelle, Melvin [Eli|BrEAK, BREAK | TG
0930 2310 121 Richardson St 0705 10086 Three Seve 1000 OP SMMH Cardiac | 0700 n?no

0950 - 2310 Campbell, David D 0900 NCA (200 Litton Di 1020 11786 Tree Top Ci 0720 - 0720 -
El{ynn, Estha Mae [Ef Austin, Emiia [El{erEAK, BREAK [Elf 3ather, Elwoodita [E]| Hoffman,
1230 396 Dorsey Dr i 0725 10194 Timberland 1230 0500 [10033 5. Sazarac 0730 208 M. S
1250 |326 Gracie Rd 0910 Pride (12451 Loms 1400 - 0945 MCA (200 Litkon Di0900 Pride {12
Bl Lunch, Lunch Bl pawson, Richard &i| Soderberg, kely | [EJf Archer, M

1300 0726 10034 Dalewond b 2 0815 14144 Pierite R 0735 10511 Br
1400 0910 Pride (12451 Loms D945 NCA (200 Litkon DI 0900 Pride (17 ~

4

CEREINEL]

3

Sections of the Dispatch Status Board
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Main Menu: provides access to functions like
adding, editing, updating and client information.
See Dispatch Board Main menu laterin this

chapter.

Control Buttons: provides access to the Clients,
Dispatch, Planner and Message Boards, Easy

Rides Plus customers also have a MapPaint

button, See Control Buttons laterin this chapter,

Day Tabs: provides access to each days
schedule. Tabs for day schedules older than 32
months show in shades of red to help keep
them from being confused with current days
schedules. Itis recommended you delete old
day schedules after archiving them, unless

necessary.

Easy Rides Help System

Fl Easy Rides -~ Mon 10/12 - [Tansportation: 6... [ = | = (&)
Fle Trip Tickets _Auto Schedule Tooks  Options_Help]
5 D || 5 Bl |dgent Barber, Sesery - OTIH
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78] | Betesh | | () Alam | 5ot ] (2] [4z] [xe] I
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e

1N3S
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Speed bar: provides for refreshing the schedule after a change has been made, alarms, enahling

sorting of trip tickets, quick accessto client list, and accessing group tickets, See Speed Bar

Section laterin this chapter.

Awork space that can hold tickets until they are assigned or reassigned. Tickets can

be positioned by dragging and dropping within the stage. Clicking the ¥ closes the stage.

Pool: Anareathat contains trip tickets that have not yet been assignedto a Route/Run. Tickets

inthe pool canbe sorted by time, zone or client name.

Schedule: This area displays the trips that have been assigned to a Route/Run. Trip Tickets are

listed inthe columns below the route and can be sorted by pickup time, delivery time, client

name, ar zonegs,

Additionally, colored lines are just above the top row of trip tickets on the Schedule, Sent and

Celivered boards and the empty ticket grid is shaded with matching colors. These colored lines

and grids offer a visual cue to which board you're looking at and when you are scrolled ta the

top row of tickets, The stripes disappear from view on any board when you scroll down soif

you do not see a stripe, you are not scrolled to the top of that board.
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A Trip Ticket: Each Tripticket is represented on the T TPV —————

Schedule Dispatch Board in 3 lines, It includes anicon Fle TripThets utoSchedde Took Optiens Help
that identifies client’s needs. In this instance the client _[— AP P Oter, Sy __ OS5
uses a wheelchair. With the option of "Display Tickets ﬁmlﬁiﬂ;; '
Large” thefirst line has the rider's name. The second line o ons

has the pick-up time and pick-up address. The third line EI';‘?;'"L;';’“ @
hasthe drop off time and the drop off address. By single A Comctel, G O i
clicking on a specific Trip Ticket, a Trip Ticket form is ;:3 b, o] rgn
opened for viewing or editing, The color comhbinations of

the address on the Trip Ticket represent zones where the . g'l

address islocated. This enakles a scheduler to try to
group tickets together inthe same geographic area,
Also, trip tickets modified by another user on a different

=]
m
1
3
7
(=]

workstation appear shaded. Single clicking the shaded

ticket returns it to its normal appearance to indicate you D910 Pride (12451 Lo

have viewed the changes.

Selector Tool: Clicking the set of arrows opens the tool and allows you to easily identify trips

with commonalities in a selected time range. See Selector Tool Section later in this chapter.

Schedule, Sent and Delivered Tabs: The three tabs on the right hand side of the board
differentiate between Scheduled trips, Sent trips and Delivered trips, Depending on how your

organization dispatches, the Sent trip board represents tickets that have been “sent” or
cammunicated to the Driver, The Delivered Board represents tickets that have bheen reported
by the driver as delivered, Thisfunction is especially important for systems that have mokile

dataterminals (MOTs) for driver schedules,

Route/Run Columns: The Route/Run har with route name and driver name sits below the poal,

A Route/Run isacolumn for collecting trips that will be provided by the specified driver and
vehicle. Route and Run are terms used interchangeahly in this document. A column for each

route will include every trip that will be run by that driver/vehicle combination each day.

Control Buttons
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client file for adding

or editing Clients or

Trips.
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1 - -l
—! "

R

Dispatch Board — Planner Board — Message Board — Cpens
Opens the Dispatch Opens the Planner the message board which
Board. Board, isprimarily used for text
messages between Easy
Rides users and vehicles
with mohbile data
computers (MDC's) with
wireless data

AVL (Auto Yehicle Locator) - Easy Rides

# Plus Users, Shows vehicle locations an

the map with A%L or Pseudo AWL s
cammunications,

® The "Calendar” button allows you to toggle between open schedule

days. Days that have heen created appear bold,

# The "Refresh” button refreshes the display using current data inthe

database. When more than one person is making changes to the same
Day Schedule, the Refrech button is used to display the changes made
by other people,

® The "Alarm” button displays the alarm dialogbox An unlimited number

of alarms can be set to notify you of important events, For example,
alarms can be set to notify you when a driver's break is due and when it
is over, Thishutton flashes and an optional alarm sounds when the

alarm goes off,

® The "Sort by Time” button sorts the tickets by pickup time when the

arrow is up, and by delivery time when the arrow is down, The shaded

square indicates the current state,

® The "Sort by Zone” button sorts the tickets by pickup zone when the

arrow is up, and by delivery zone when the arrow is down, The shaded

square indicates the current state,

® The "Sort by Client” button saorts the tickets by client and pickup time,

The shaded square indicates the current state.

® The "Clients” button displays the Client List.

¢ “Buddies” (formerly "Groups™) enahle trip tickets to be associated. This

allows for simultaneous handling of grouped tickets,

® The "Cool All" button cools all hot tickets,

® The "Color Selector” allows users to flag selected hot tickets with a

specific color (Red, Blue, Black ar Green).

# The "Hot Trigger” will make hot, all tickets of a specific colaor,
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Reruns

The Long Term Reruns (also known as Long Term Subscriptions) feature provides you with a convenient form for
creating a subscription for this trip (including all legs). Clicking on the “Subscription” button on the Client List Form will
display the “Create Multiple Trips” form with the “Subscription (Long-term)” tab displayed.

o )

Create MultipleTrinsg

| Subscription [Long-term])

Repeat Trip Schedule

From D ate ToDate B89Days
12192008 [Ew 03A9s2009 [l
[] First
[¥] 5econd S HMTWRF S
[¥] Third [ o Y
[¥] Fourth
[¥] Last

| @0k || @ Cancel |

A subscription will be created to generate Trip Tickets for each week and day that is checked during the period
specified in the From Date and To Date fields. Trip Tickets are not actually generated until a New Day Schedule is
created matching the subscription’s checked days.

Clicking on the “OK” button from the “Subscription (Long-term)” tab will display the New Trip Ticket Form for entering
the details and any subsequent legs — from this point, the process is the same as creating a regular trip — see the
chapter on “Creating a Trip” for more details on that. Trip Tickets will not be generated until the OK button is clicked
on the Trip Ticket Form. Once you click the “OK” button, trip tickets will be created for the existing day schedules
within the dates you specified. The remaining trip tickets will be created upon each matching day schedules creation.

Telling Time While Dispatching

Easy Rides uses military time to document pick up and drop off times. In the sample trip above the individual is being
picked up at 14:30 (or 2:30 pm) and will arrive at her destination at 15:00 (or 3:00 pm). Below is a table you can use
for translating conventional time into military time:
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Conventional Military
8:00 am 8:00
9:00 am 9:00
10:00 am 10:00
11:00 am 11:00
12:00 pm 12:00
1:00 pm 13:00
2:00 pm 14:00
3:00 pm 15:00
4:00 pm 16:00
5:00 pm 17:00
6:00 pm 18:00

Moving Tickets See Also

Moving or handling trip tickets from the Dispatch Board (“Schedule”, “Sent” and “Delivered” Boards) is very quick and
easy. The process basically involves selecting the trip tickets that you want to move by clicking once on the special
needs icon in the upper left-hand corner of each ticket — this turns the background of the icon red indicating that the
trip ticket is selected. This action is known as “Making Hot” the trip ticket(s). Once the desired trip ticket(s) are made
“hot” the next action you perform (by menu or by holding down the {Ctrl} key on your keyboard then clicking
somewhere on the screen) will affect all of the selected tickets. You can also “Cool all” tickets by right clicking on any
route and selecting Cool All Tickets from the menu, right clicking on any ticket and selecting Cool All Tickets from the
menu or by clicking the “Cool All” control button.

Aogus, Bud 12

| Cartar, Eddis
IR0 O urigan Hes. (1760
B Pride [12451 Lomz O

i Flinkztone, Frad
(1500 17663 Brewer Ad| 1z
(1910 Pride 12451 Lomg 1=
ﬂgl Do, Scoaby
1510 Pride 12431 Lome 12
1550 Durigan Hes. (17 14
| Frirharks Nonalse | B
You can hold down the {Ctrl} button on the keyboard then click to move tickets from the Pool to a Route, the Pool to
the Stage, Route to Route, Scheduled to Sent, Sent to On Board, and On Board to Delivered. Read on for further
explanation.

Moving Tickets

Pool to a Route, Stage to Route and Route to Route — select the desired ticket(s). Hold down the {Ctrl} button on the
keyboard then click on the desired route column heading.

Schedule Board to Sent Board, Sent to On Board, On Board to Delivered — select the desired ticket(s) by clicking on
the special needs icon, hold down the {Ctrl} button on the keyboard then click on the selected ticket(s) (not the route
column). This will advance the trip ticket(s) to the next chronological step (Scheduled to Sent, Sent to On Board, On
Board to Delivered (and off the Board). If you have selected tickets from more than one route and do not intend to
move tickets into a single route, do NOT click a route column as this will result in all of the hot tickets to be moved into
that route.

Pool or Route to the Stage — select the desired ticket(s) by clicking on the special needs icon and hold down the {Ctrl}
button on the keyboard then click on the Stage.

Stage to the Pool — select the desired ticket(s) by clicking on the special needs icon and hold down the {Ctrl} button on
the keyboard then click on the Pool. If you right click on any stage ticket(s) the “Information for a Stage Ticket” form will
open. You can then click on the “Send to the Pool” button — this method involves one extra click.
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.
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Trip  Na
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&5 Send ko the Pod

Route to the Pool — to move trip ticket(s) to the Pool select the desired ticket(s) by clicking on the special needs icon,
hold down the {Ctrl} button on the keyboard then click on the Pool or right click on any trip ticket then click on “Move
This Trip to Pool”.

Directly from anywhere to anywhere — You can change the “Conditional Trip” (and thus advance the ticket) within the
various route steps (“Scheduled”, “Sent”, “On Board”, “Delivered”) by either selecting the ticket(s) or right-click on the
ticket(s) then select the action desired. You can also change the “Conditional Trip” or status and simultaneously move
a trip ticket from anywhere to anywhere else (that’s allowed) in Easy Rides when a trip ticket is open for editing. To
change a single ticket while the “Edit Trip Form” is open: Change the “Conditional Trip” and/or “Route” which sets the
status of the trip ticket.

70



Easy Rides Help System

Edlit Tnp Form
Chert M ame 1D Age Phone Chent Statue Special Heeds Velucle Typa

Pan. Poler 788 107 [556)1234567 |HA - | [ wheelchai ~| NA -
Wedneaday (] -Stop Tim Conditional Try

ol FO7F F20039 E [ CallBa

Addieszes Frequent Addicsses Aparlment S Aegst. Sch 00'

Pickup 841 0d Tunnel Rd * 15 Bannes 0337 09

Dialivery Body Works, The [262 § Auburn 5t - Empile 1000 10 gniﬂﬂﬂd
alivar
Appointmert Hoard Time g:ﬂi‘;’
Hone *| 5 mins Deny
- Stage
Prosider Hate Type Faa."ﬁnnunli Fare Typa Delete

w Tclecore * Soivice Arca - 2 l;J CA/Youchers - 5uspend
Hbr. Psnors 1 Purpose Pertonal * FReference NA - DB List 3 NA hd
Hbr. Atndtc O P. Funde: Self - Income High Single - DE List 4 NA -
Hbr. Escrta O 5. Funders J}- |C1NA +|  GpGtats NA -~ DB L5 -

5topovers 0 S5che Agent & Jones, Pmocchio DB List B - DB Lizt 7 -
Trip HA
Nole @
Chent HA
Nole g

[ Cancel Tiip «F Ok
Pickyp 111641 Oid Tunnel AD) Phone
Dwachon (1]
D | 26235 Audburn 5t] Phone
D!lu::DI:nn (530) 273-2099 ﬂ Caneel

Easy Rides will not allow a trip ticket to be marked as “Schedule”, “Sent”, “On Board” or “Deliver” when the route is set
to “NA” because naturally, you can’t do any of those things without assigning a route first. You may “No Show” a trip
directly from the Pool, but usually a “No Show” is when a client doesn’t call to cancel their trip in time to prevent it from
already being scheduled.
E] Dasy & Fw [ Mickey |‘P19 [ &

Amadela, Bob [H] Caper, Lopd El Jingle,
EE' Bredk, Break Eﬂ Bredk, Breok
0720 0750

_E_El Baimy, Beetle E_El Luneh, Lunch

TR IR L A ——
D00 Pride Find = Trip Cirl+F
Eﬂﬁndde e
0735 1051 SEHE S A
0330 HECA CnBodrd This Trip
Harki
%ﬂa 119 Deliver This Trip

0300 Pride  Cancel This Trip
Erlluch o This Trip

1245

1345 Euspend Thizs THp
Rodds A

1105 HI:I:': Dery This Trip

1430 1031 Delete This Trip
Fidwe

1605 Prds Mcre This THp to Paal

1525 1081 .

Bk Ereck) Cool &l Tickets

Stage — The Stage is the only place where you cannot open a trip ticket for editing. Right clicking on a Staged Ticket
will display the “Information for a Stage Ticket” window which has a “Close” button and a “Send to the Pool” button.

There is more than one way to handle trip tickets when using the Dispatch Board. Probably the easiest thing to
remember is that right-clicking on almost anything in Windows will display a menu or list of options for whatever you
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selected. The Easy Rides Dispatch Board has two right-click options (besides the standard Microsoft Window options).
The first involves right-clicking on a route heading. The other is:

Right-click on a ticket — When you right-click on a trip ticket without any other tickets selected (“hot”) the resulting
menu refers only to the specific ticket you clicked on — in this case, “Sent This Trip” is about to be selected.

16 | Daigy |[5:| 17 | ickey |[5:| 18| G
Amadela, Bob  [}] Caper, Lopd [E] Jingle,
_E|§| Break, Break _E|§| Break, Break
0700 0730 !
0720 0750
B Bailey. Beetle Bl Lunch, Lunch
o 051" .. e e
0900 Fride Find a Trip Ctrl+F
_E|§| Fodd: ——
0735 1051 Sent E'IIS Trlp
0330 MCA OnBodrd This Trip
_E|§| Haki . L
0755 1119 Deliver This Trip
0300 Pride Cancel This Trip

Lunch
Eﬁ'ﬁ e Mo Show This Trip
1345. Suspend This Trip

-Elﬂﬁudde Dery This Trip

1405 WCA

1420 1051 Delete This Trip

Bl Kidwe

1505 Fride Mo This Trip to Poal
1525 1051 :

Bl Break| Cool &Il Tickets

Right-Click on a group of hot tickets — When there are hot tickets, the menu will display a list of actions to perform on
ALL hot tickets.

TE [ Dany |[§|P1? [ Mickey |[5]|P1s [ G
Amadela, Bob  [H] Caper, Loyd [El Jingle,
il Break, Break _E_|§| Break, Break
o720 GOMCRMINGH o7 GohComone
0720 0750
=4 Bailey. Beetle Ei Lunch, Lunch

| 0735 1051 : :

0900 Pride Find a Trlp Ctrl +F
g Rodd.

‘ 0735 1051 Sent Hot Trips

1330 NCA, OnBoard Hot Trips

g H amk| : .
0756 1119 De:ﬁantTrlps

P300 Pride Carree| Hot Trips
_E|§| Lurch :

‘ 1245 MoShow Hot Trips
1345 Suspend Hot Trips

§ Flodd, .

%—'5 MDA, Derny Hot Trips
1430 1051 Delete Hot Trips
Ei Kidwe

1505 Pride Mowe Hot Trips to Poal
1525 1051 :

Bl Break Cool &l Tickets

Planner Board Watch the Video
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The Planner is a great resource for managing trip tickets and being able to easily spot potential openings for a trip on a
day schedule that has already been created. It also works great for verifying there are no tickets on a day schedule
before you archive and delete it. You can get to the Planner Board by clicking on the Planner button on the Dispatch
Board. The Planner offers several functions to speed the operations of scheduling and dispatch.

Day Schedules are accessed at the top just as they are on the Dispatch Board.

E Easy Rides -- Wed 1/7 - [Transportation: ERidesGY] = [ &[]
File Trip Ticketz Toolz Option: Help
| D A | gent Bummer, Bob - (0755
Mon 12/29 | Tue 12/30 | Wed 12/31 | Fri 1/2 | Mon 1/5 | Yesterday !n—l
lJan 7 |F'|:n:|| Goofy 1 Gaoofy 2 Wiley Diaisy Mickey o ———
700 | Refresh] |
115 Interyal
T = 15 min
45 I H | H
00 — = NewTid
115 -
130
45

00 s Ezf"
|5 [ B lan 7
e — — ol
] —— 3
10:00 C H
— — Legend

_ Pool#Sched
A :B YWheelchair
145 Sent

11:00 |:E| On Board

T g5 | Drhed /M a5 b
30 | = H
45 -

i 3

At a glance you can see where there are time slots available on each route. Each column represents a route with the
route name at the top of the column. There is also a column for the Pool. White areas represent times when no pick-up
is scheduled. In this instance time slots are in fifteen minute increments. Time slots can be set to anywhere from 1
minute to 61 minute increments.

Change the intervals for viewing trips

Click on the number in the interval box, input a number between 1 and 61 and click on the Refresh button or use the
slider bar to the right of the interval box

Colored Tickets on the Board

Each colored cell indicates pick-up(s) are scheduled for that time period. Tickets that appear to be stacked indicate
more than one trip scheduled for that time frame. The bar extending downward from each ticket indicates how long
that trip is scheduled on the vehicle.

Yellow - trips that are scheduled or are in the pool

Blue - at least one rider is in a wheelchair

Green - sent to the driver

Magenta - the rider is on board

Gray - not on the schedule board (staged, delivered, no show, cancelled, denied, deleted, suspended).
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Note that the total number of scheduled trips is displayed on the Planner Board directly above the color legend for trip
tickets. In this instance there are expected to be 93 trips for the day. The colors on the right of each cell represent the
pickup and drop off zone colors. The gray cells with yellow diagonal stripes represent gap tickets for breaks, lunches
etc.

Viewing and Editing Trip Tickets

To view the ticket(s) at a particular time and route, click once on the corresponding cell. In the example on the right the
Daisy route at 7:30am was selected. There are two Trip Tickets associated with this time period and the summarized
information is displayed on the Planner.

EEasijdes -- Wed 147 - [Transporatian: ERides GY| ===
Fie TrpTicketz: Took Options Help
| a=| [=]] | r_-fllﬁ‘-.gcnt Bummer, Bob + 0735
MWon 12729 | Tue 12730 | Wed 12731 J Fr HZJ Mon 1/5 JMM
Jan ? FDD' Gooby 1 Gacky 2 Wl Draisy My - T
7 B
i  Count: 2
15 E O o Eohedes AR
130 0735 10511 Bragg Awa 18 min
45 DO00 Frida [12451 Lorma Rica D) E
[E| Smith. Tarzan Schedued -
=00 L 0735 10511 Bragq Ave
115 [ 0830 MCA (200 Litan Dr.]
a0 [N
145 I
OPEN
=R I:l I:l Wod
115
e T = —— Jan ?
' Trips
45 [ H 1
10:00 H
i Legend
115
: B 5 Faadl/Sched
e i T Wheelchar
H 5] Sart
11:00 H
5 D ld S b
130 [ —]
45 -
| r

From here, if you single click on a Trip Ticket, that individual’s Trip Ticket Form will be displayed. Changes can be
made to the Trip Ticket Form and will be saved if you press the OK button at the bottom of the form. You will need to
click on the “Refresh” button in order to display the changed information on the planner.

Clicking on a Route heading at the top of the grid will display the number of trips for the Route and a list of all of the
trips assigned to the Route for the Day, sorted in order of pickup time. In the example on the right the Wiley route was
selected.
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Additional Options for Handling Tickets on the Planner

Right-clicking on a ticket will display a popup menu. The Trip Ticket status can be changed by clicking on one of the
eight menu items: Schedule, Send, On Board, Deliver, No Show, Cancel, Delete or Suspend. When you return to the
Planner, you must click on the “Refresh” button in order to update the information display.

Adding a Trip Ticket

It is possible to add trips while use the Planner Board. Right click on the cell corresponding to the time and route
where you want to add a trip. A single menu item “New Trip” appears. Click on the “New Trip” item, and the client list
will appear. Select a client's name from the list and press the “Add A Trip” button. When the Trip Ticket appears it will
include the time and route you selected. Complete the Trip Ticket with the destination address and other pertinent
information then press the OK button at the bottom of the Trip Ticket Form. You will need to click on the “Refresh”

button in order to display the new ticket on the Planner.

Moving Trips From One Route To Another

The planner board allows you to consolidate trips onto fewer routes resulting in cost savings. For instance, if there are
only a couple of trips on one route, we may be able to move those trips to another route thereby eliminating a route for
the day. If we determine another route can accommodate both of the trips and is in the general area for the pickups,

we!
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Planner Capacity Notification

The Planner board also calculates possible schedule capacity problems when vehicles are assigned to routes. Routes
that appear to have too many scheduled wheelchairs or not enough seats at a certain time are marked with a red
column heading and the time where the conflict occurs will be shaded in an orange and white caution color.

Jan 29 |F‘|:n:u| m?

145 I:l

10:00 I _I__n_ﬂ_
130 w2 7
45

Trip Intervals
You can select the intervals that apply when printing fixed interval style manifests.

Coloring Trip Tickets

Coolall| [5] [2]

This feature provides numerous benefits. First, the Cool All button cools all Hot tickets. The second button allows
users to flag selected hot tickets with a specific color. The third button makes hot, all tickets of a specific color.

e Fadwed, Lonane W2 Lanr:

0735 10511 Brammmep 105

0300 Pride (12451 Loms: 0930 Sev

& Hawkinz, James EH Gemy

[pine Ln 0325 131
AAN0 Beida (174 | A MO0 Saw

Understanding the Icons
On the Dispatching Screen you will see two rows of Icons. Here are their meanings.
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Top Row Icons:

Clients — Opens the
client file for adding
or editing Clients or

Trips.

m
Vo

Opens the Dispatch Opens the Planner
Board. Board.

2 o

Dispatch Board — Flanner Board -

AVL (Auto Vehicle Locator) - Easy Rides

éicl.}- — Plus Users, Shows vehicle locations on

.

Second Line Icons:

the map with AVL or Pseudo AVL

Easy Rides Help System

Message Board — Opens
the message board which
is primarily used for text
messages between Easy
Rides users and vehicles
with mobile data
computers (MDC's) with
wireless data

communications.
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The “Calendar” button allows you to toggle between apen schedule

Iil

= days. Days that have been created appear bold.

| Refresh | The “Refresh” button refreshes the display using current datain the
database. When maore than one person is making changes to the same
Day Schedule, the Refresh button is used to display the changesmade
by other people.
The “Alarm” button displays the alarm dialog box. An unlimited number
Led Alarm

of alarms can be set to notify you of important events. For example,

alarms can be set to notify you when a driver’sbreak is due and when it

is over. Thisbutton flashes and an optional alarm sounds when the
alarm goesoff.

The “Sort by Time” button sorts the tickets by pickup time when the
arrow isup, and by delivery time when the arrow is down. The shaded
square indicates the current state.

|1]-_Z| |.1],_Z| The “Sort by Zone” button sorts the tickets by pickup zone when the

— arrow isup, and by delivery zone when the arrow is down. The shaded
square indicates the current state.

|ﬁ| The “Sort by Client” button sorts the tickets by client and pickup time.
— The shaded square indicates the current state.

The “Clients” butten displays the Cient List.

| - Clients |
1 : “Buddies” (formerly “Groups") enable trip tickets to be associated. This
|é.3‘ Eiudd|ex| E Y P P
- allows for simultaneous handling of grouped tickets,
_mmm e o . i
| Cool All | The “Cool All" button cools all hot tickets.
| :?_;,| The “Color Selector” allows users to flag selected hot tickets with a
___ specific color (Red, Blue, Black or Green).
| ¥ The “Hot Trigger” will make hot, all tickets of a specific color.

Understanding the Menu Bar
File

Database Connection — Almost never used, “Database Connection” displays the “Open SQL Server Connection”
form where you can select available databases from the “Transportation” SQL Server Connection or ODBC
connection. Normally you will only see one database, “ERides”, available. You may see other databases if you
administer multiple transportation operations using their own databases or if you have restored databases with a
different name.
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E Easy Rides -- Maon 10413 - [Transpor
File Trip Tickets Auto Schedule Tools

Database Cannection

Printer Setup =
Exit C
@ Open S0L Szrmer Connectian = =]

OGEBC DS Name
T ranzportation

Erchled SOL Authertication

ERide= [ atabnze
ERidesGY v | wok || @ cancel |

Printer Setup — This is menu item is to ensure you have the correct printer defaulted to print manifests and to select
other printer options.

Exit — Selecting Exit, closes Easy Rides. This is equivalent to clicking the red X in the top right corner of the
application.

Understanding the Trip Tickets Menu Bar

Trip Tickets

Display Trips — This item displays a list and count of trip tickets currently existing for a day and time period of your
choosing. Use the calendar form to select the date and if desired fill in the time fields then click the “Go” button. Once
the list is displayed, you can sort the list by Client Name, Route or Pickup Time by clicking on the buttons above the
columns at the top of the form.
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E Locate Trips by Tirme @
| EE Sort By Mame ||ﬁ Sort Foute| @E Sart Time |
MapE | Foute |F"iu:kL|p Timne| = DATE

1041372008 [~

Hallquist, Heidi Enterprize a7a0 FROM Ia

Hallquist, Heidi Foad Runner 0700 i 2959

Hallquist, Heidi Draizy 0700

Hallquizt, Heidi Wfiley 0700

Hallquist, Heidi [arurmpy 700

Briggz, Barbara 5 B 0710

Adamz, Mita [B k4 0715

Cuff-Rizke, Dionald Goofy 1 n7za

Frost, Lamy [EM 0730

Hallquizt, Heidi Mickey 0730

Kidwell, Corinne Daisy 0735 Lk uf UL

Cazey, Fred Goofy 1 0735

Raodda, Carl Draizy 0737

Hanzen, Michelle [arurmpy 0740

List Rerun Trips — Selecting this item displays the list of Long Term Rerun (Subscription) trip tickets currently existing.
Displayed information includes Client Name, day of the week the ticket is to be created, Start and End Dates of the
Subscription. You can search for a client’s rerun by clicking into the “Search by Last Name” field. The list will scroll to
and highlight the closet match to your typed text. When you see the desired Rerun, click once anywhere in that row to
select it then click on the “Edit”, “Supress” or “Delete” button as needed. Double clicking on a row (rerun) will, by
default, open the “Rerun Trip Form” for editing.

Long Term Reruns Listing

Client Hame

hd

Adams, Nita
Adams, Mita
Adams, Mita
Adams, Mita
B Alspaugh, Lenora
Alspaugh, Lenora
_|Auckenthaler. Robert
Auckenthaler, Robert
Auckenthaler, Robert
_|Auckenthaler. Robert
Auckenthaler, Robert
[ Auckenthaler. Robert
Auckenthaler. Robert
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True True True 12/31/200810

Falze True
Falze Falze
False Falze
Falze True
Falze True
Falze Falze
Falze Falze
Falze True
Falze True
False Falze
Falze Falze
Falze Falze

True Falze Falze True Fale

Falze True Tme Falze Falze

Falze True Tiue False Falze

True True Tue Tue Fale

True True True True Fale

Falze Falze
Falze Falzz True

Falze Falze True
True Falze
Falze Falze False False Falze
True Falze False True Falze
Falze True False False Falze
Falze Falze True Falze False

Falze True Falze Falze False

09/12/2006 10 12/31/2003 10
09/12/2006 10 12/31/2003 10
09412/2006 10 12431/2003 10
03412/2006 10 12/25/2003 10
031242006 10 12/25/2003 10
0443042008 10 07/23/2003 10
09/24,/2007 10 03/13/2003 10
03/24,/2007 10 03/413/2003 10
03/24,/2007 10 03/413/2003 10
03/24,/2007 10 03/13/2003 10
02/07 /2008 10 05/07/2009 10
0142242008 10 12/21,/2008 10

Search By
Laszt Name

| GZEd |
| d Suppless|

| 4 Delete |

| @ | Cloze |
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Find A Trip - Clicking on this submenu item will display a list of all trip tickets in the Current (Open) Day Schedule
ordered by client name. Double clicking on a Trip Ticket will open the Trip Ticket Form for viewing or editing.

Find Trips: Day Schedule For Man, Cct 13
NAME PUT PUAddress DO T DO Address STATUS Time Rouke - Bus ID -
Scheduled  MA IEM - Bus 24
Adams, Mika 1514 Pride {12451 Loma R 1640 19182 Swallow iy, Scheduled  NA Scooby Doo - Bus 26
Alspaugh, Lenora 0840 16762 Greenhorn Re 0930 MCA (200 Likkan Dr.) Scheduled  MA IEM - Bus 24
Alspaugh, Lenora 1420 WNCA (200 Litkon Cr.) 1440 16762 Greenhorn Rd Scheduled  NA Scooby Doo - Bus 26
Auckenthaler, Robet 0750 11464 Bedrock Dr - 0830 Pride {12451 Loma Rica Dr) Suspended  MA Enterprise - Bus MNA
Auckenthaler, Rober 1503 Pride (12451 Loma R 1610 11464 Bedrock Dr Suspended  NA Gadget - Bus NA
Barnhart, Mary Barb 0515 14144 Pierite Rd 0945 MCA (200 Litkon Dr.) Scheduled  MA ‘Wiley - Bus 15
Barnhart, Mary Barb 1413 MC# (200 Litkon Dr.) 1525 14144 Pierite Rd Scheduled & ‘Wiley - Bus 15
Briggs, Barbara S 0710 11436 Buckeye Circli 0200  Fride {12451 Loma Rica Dr) Scheduled  MA IEM - Bus 24
Briggs, Barbaras 1512 Pride {12451 Loma R 1645 11436 Buckeye Circle Scheduled & Scooby Doo - Bus 26
Briskin, Lawrence 0820 238 Colfax Ave 0915 MCA (200 Litkon Dr.) Scheduled  MA Daisy - Bus 16
Briskin, Lawrence 1402 MCA {200 Litkon Dr.) 1420 238 Colfax Ave Scheduled & Daisy - Bus 16
Brown, Michael D 1504  Pride (12451 Loma R 1520 13326 Hillview Rd Scheduled  MA Scooby Doo - Bus 26
Casey, Fred 0735 10992 Laurine Way 0910 Pride {12451 Lama Rica Dr) Scheduled WA Goofy 1 - Bus 14
Casey, Fred 1504 Pride (12451 Loma R 1525 10992 Laurine 'Way Scheduled  MA Goofy 1 - Bus 14
Caley, Joanne 0305 18377 Penn Valley D 0S40 Pride {12451 Lama Rica Dr) Scheduled WA Grumpy - Bus 25
Caley, Joanne 1502 Pride (12451 Loma R 1530 18377 Penn Valley Dr. Scheduled  MA Grumpy - Bus 25
Conrad, Jean 0315 10560 Walker Dr 0930 Seventh Day ad.Church PY {176 Scheduled ™A Mickew - Bus 17
Conrad, Jean 1432 Sewenth Day Ad.Chl 1520 10560 \Walker Dr Scheduled  MA IEM Z - Bus 24
Coppinger, Gertrude 0745 12141 Elnora Dr 0900  MCA {200 Litton Dr.) Scheduled  MA Grumpy - Bus 25 -
Filter . ]
Mame Trip Type Trip Status Trip Detail Trip Count Litet: G & Balimng s =7 o st i
[ | [a ~ | [Route -Buslt ~| 181 ({2 Print Grid | | &]Cose |

Deliver/Suspend Trips — The Deliver feature allows for handling groups of tickets. Suspend Trips removes trip tickets
from the Dispatch Board for later handling. Additional details are provided further down in this document.

Add a Route - Clicking on this menu item will display a list of routes available to be added to the current Day
Schedule.

Rearrange Routes - Selecting this menu item will open the Arrange Route Form which allows you to delete or change
the order of routes on the Dispatch Board. Clearing the checkbox from the Arrange Route form, will delete the route
and cancel trip tickets contained in the route. Clicking and dragging a route allows you to change its position on the

board.

Show/Hide Routes — This menu item will open the Show/Hide Routes Form, which looks very similar to the Arrange

Route Form. Clearing the checkbox will hide a route, clicking a blank checkbox will enable a hidden route to be

displayed.

Route Parameter Replication — (Easy Rides Basic) Selecting Route Parameter Replication allows a user to set a day
schedule with the same drivers, vehicles, times and constraints as another day schedule.
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E Route Pararmeter Replication @
Schedule to replicate. .. Parameters to replicate. .
Thu Ot 02 - J| Dirivers
Fri Oct 03
bon Ot 06 | Buses
Last Tuesday ]
‘wied Oct 08 /| Times
ThuDct 03 | Constraintz
Yastarda il
Route Diriwer Buz |Start |En|:| |Eu:unstraints -
IBk Gomez, Daniel 24 0B FordE-450 B30 930
Sleepy Sandbeck, Mark 27 07 Ford Starcraf |~ 930 1330
bickey Caudle, Lopd 17 03 Fordfero Te 730 1630
Grurmpy Spurgeon, Philip 25 06 Ford E-450 Y00 1600
Doc M ozcini, Gina 22 05FordE-3B0 800 1700
Daopey M, MA, BOO 1700
Goofy 1 Fogers, Bud 14 03 Fordtern Te B45 1630
B ashul Hager, Roger 3 M Ford Supreme 800 1700
Flounder Yallmer, Bob & 97 Ford E-350 715 1615
F] I

[ o OK ]|Eancel|

Create A New Day Schedule — Selecting Create A New Day Schedule allows you to create a new day schedule on
the Dispatch Board. How to Create a Day Schedule is covered in more detail further down in this document.

Import Tickets — An optional tool to allow importing of trip tickets from other software. Please contact us at 888-806-
6595 for more info.

Understanding the Tools Menu Bar

Tools

Reconcile Fares — This item opens the “Reconcile Fares for Delivered Trips” form to select a Date and Driver to see
what fare box revenues should be accounted for. Reconcile Fares is covered in more detail in Chapter 10 of this User
Guide.
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P

E Reconcile Fares for Delivered Trips [ =[] [

Date 104742008 -

Driver [ Raogue, Bud - ]

Double click to list trips for the fare type

Fare Type Trips Pazzengers Amount
M, 1] 1] 0.00
CASdouchers 0 0 0.0
Cazh 10 10 20.00
Direct Bill 1] 1] 0.00
Office 1] 1] 0.00

Check Rerun Status - Displays a list of Reruns (Subscriptions) that expired or are scheduled to expire in the number
of days you specify. Functionally the same as “List Reruns” on the “Trip Tickets” menu, but filtered for expiration.
Rerun Trips can be edited, suppressed or deleted from the results window.

E Check Reruns Counter @

LIST ALL RERUNS EXPIRING WITHIN

30)
DAYS

| ok | | © cancel |

Check Permit Status - Displays a list of Clients whose authorization has expired or is expiring in the number of days

specified. Double clicking on a Client or selecting the Client then clicking the “Edit” button opens the Client Form for
editing.

List Locked Out Clients - Displays a list of Clients that have a “Lock Out” date that is greater than today.
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-

E Locked Out Clients =[] [EE]

Clignt [0 EE Lock Out Date |
2 155 10142008 14:23:14

Scheduled-Time Altered List — Available to systems with Auto Scheduling, this feature makes it easy to contact
customers to inform them of time changes.

Easy Ride Reminder - An optional feature is available allowing users to select a list of clients and automatically call
them to remind them of their upcoming trip. A customized, pre recorded message is played, with the date and time of
their first scheduled pick inserted into the message. A web interface is available to review the outcome of each call.
Call 1888-806-6595 for more details.

Addresses — Opens the Address List for editing, which is discussed in more detail in chapter 3 of this document.

Consolidate Addresses — This utility allows you to locate and consolidate duplicate addresses, find non geo-coded
addresses and other address maintenance tools. Consolidate Addresses is discussed in more detail in chapter ? in
this User Guide.

Update Rerun Addresses - After you have edited, updated or consolidated addresses, it is recommended users run
this tool so that Easy Rides will update Rerun (Subscription) trips in the database with the latest information. This tool
will not work on “Freeform” addresses that have been manually entered as text into Client files, trip tickets, or Rerun’s
address fields. “Freeform” addresses refers to the process of typing an address directly into an address field (not
selecting one from the address database). To prevent individuals from adding “Freeform” address go to Utility, Global
options, and check “Address Select Only” option. This will greatly enhance the functionality of Easy Rides and
maintain data integrity.

Reset Open Schedule Counter — For each day schedule that is open, there is a small file created on the computer.
This allows Easy Rides to warn users that a day schedule is already open to minimize errors or duplication of efforts
while working on the same day schedule. Occasionally, this temporary file is not deleted by Windows when the
schedule is closed and will result in Easy Rides warning that a day is already open. When you know for sure that there
are no other users with that day open, the “Reset Open Schedule Counter” will cause Easy Rides to delete all
temporary open schedule files, which will reset the error message.

Minrming

I ,  Uze this feature when the program indicates that one or
mare
Day Schedules are open when vou know that they are
not open.
Thiz will not affect wour data,
Proceed?

Yes || Mo

Review Trips by Trip Note — This option allows you to search by trip note instead of the customer last name.

Understanding the AutoSchedule Menu Bar
Auto Schedule (Easy Rides Plus)

84



Easy Rides Help System

Route Parameter Replication — Selecting Route Parameter Replication allows a user to set a day schedule with the
same drivers, vehicles, times and constraints as another day schedule.

i_-"'.l Rowte Parameter Replication @
Sicheadhds 1o rephcate Parsmelen 1o pephoales

Tha Ot (22 + Difwsre

Fri Qct 03

Maon Oct 06 4 Buges

Last Tuenday

‘wWed Oct 08 o Tmes

rh"DJ I:F!_E_l o' Comatraants

s artendag

Routs [ o [Bue |stast |End | Constraints

IEM Gomez, Darsel 24 DEF=dE450 B30 330

Sleepy Sandbeck, Mak 2707 Ford Slancal - 930 1830

Mickey Caudis, Lopd 17 O3FedAeso Te 730 1630

Gt Spuigeon, Prdp 25 B FedE-450 700 1600

Doz Mazers, Gina 22 5FxdE-350 800 1700

[ropey & Ma 600 1700

Geoofie 1 Fioges. Bud 14 O3 Foedfeen Te 645 1630

Barhiul Hage, Rioages 3 01 Ford Supesme: 500 1700

Flounder iolimer, Bob & 97 Ford E-250 715 1615

o OF, 3 Carcel

Auto Schedule Mode — This item allows a user to choose between two options: “Avoid Additional Buses In Use” and

“Avoid Additional Drive Time”.

Step Schedule — (Easy Rides Plus) With the Step Schedule feature, the user can cycle through all of the trips that
have yet to be assigned to a route. These are the trips in the pool. A list of all feasible runs is displayed for each
ticket, with the “best” runs positioned first. The scheduler also has the ability to undo step scheduling trips.

"

@ Step Schedule
Show Trip Options For

=l

/| Only Show Tickets With Conflicts

| TicketlD  Client Mame Fickup Drop OF  PU Site D0 Site i
151942 Marena, Elinar &30 0330 5. Alta Siera M. Penn W alley
1871987 ' aterman, R aymaond 0340 0930 ME Alta Sierra M. Penn alley
161833 Bates, Virginia 0335 0930 Squirrel Creek. 5. Alta Siera
1 E100C L RR oy 1A= NoEN nan T mambe =l 1 il T olbe Cimem e
Options for Ticket# 151533 [Bates, Vigiia, 10/14/2008]
Route Option Resultz Fickup Drop O Bus Dirivver oy
il thiz alternative can be scheduled 0235 0923 1515 02Ford Aero..  Freezer, Brian
Gadget thiz altermative can be zcheduled 0235 03156 1818 03FordE-350  Jingle, Ron E
Scooby Doo 2 thiz alternative can be scheduled 0ss0 0330 26 26 07 Ford Starcraf - Montana, Ron
|B b [conflictlthiz bugz would not make ko thiz st Ha Ma, 2424 06FordE-450  Gopher, Darniel
Sleepy [conflictlthiz route had not started [PU MHa, MHa, 27 27 OF Ford Starcraf - Sandbagger, Mark,
Mickey [conflictlthiz buz would not make it o thiz st Ha Ha, 1717 03 Ford dero..  Caper, Lopd
Grumpy [conflictlthiz buz would not make it o thiz st Ha MHa, 2525 06FordE-450  Spunky, Philip
Doc [conflictlnot enough wheel chair glots were ... Ha MHa 2222 05FordE-350  Mogscow, Gina
Goofy 1 [conflictlthiz bug would not make it o thiz st Na MHa, 1414 03 Ford dero..  Rogue, Bud
Bazhiul ALT: thiz bug would not make it to this stop ... KA Ma, 33 01 Ford Supreme  Hat, Roger L
. :I_.._..J_. | Py { HUEYy TV - SEPURPPURpN [ [y R PR 5 L__ll.:r;l.l. k1A kLA -~ L e I | =y '} LY T8 VI o o :
| j"|_ Close | | L) Batch L & Schedule l

Conflict Check - Before assigning a ticket to a run (route), the scheduler can check the feasibility of the assignment
(i.e. check to see if the trip can fit onto the specific run). If not feasible for the run, the reason why is displayed. Also, a
list of other runs that are feasible is displayed. The scheduler can assign the ticket to any of the runs by double clicking
on that run in the list. Trips can be scheduled in advance, or scheduled on the fly. Changes can be made up through
the time of service, including rescheduling trips for buses that suddenly are out of service or adapting if a driver calls in

sick for work.
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Batch Schedule - Batch scheduling will automatically assign trips to runs according to parameters established by the
scheduler. The Auto Scheduler can be used to optimize the schedule multiple times up to and including the day of
service, without violating customer’s half-hour pick-up window (or whatever window of time the transit system chooses)

Easy Rides Plus provides the schedulers with the opportunity to set a variety of service parameters that are then
included in the process for auto-scheduling. These parameters fall into three categories: Run (Route) Constraints,
Scheduling Parameters, and Trip Ticket Parameters.

Run Constraints are the capacities and limits that are associated with a run. These include the starting time and
ending time, breaks and vehicle wheelchair and seating (including jump seat/wheelchair trade-offs). The scheduler
may also limit the types of trips that can be assigned to a run. For example the run may be reserved for a particular
group of providers, group of funders, or for a set of custom parameters established by the scheduler.

Scheduling parameters are used in the optimization process across all runs. They include dwell time, optimization
basis (productivity, travel time), and early and late arrive-slack times.

Trip Ticket Parameters are parameters that are associated with each trip ticket. These include client
embark/disembark times. In addition, each trip ticket can be assigned one of four priorities: Pickup, Drop off, both, or
none. This priority determines whether a trip must meet within tight limits the Pickup, Drop off, or both scheduled
times. A “Group” may be created for several trips (mother/child, bridge club, etc.) and the tickets will be scheduled on
the same vehicle.

Make Auto Scheduled Tickets Hot — Self Explanatory
Cool All Tickets — Self Explanatory

Understanding the Options Menu Bar

Options

Display Tickets Large — When this option is checked, the trip tickets on the Dispatch Board are displayed the default
size with; Special Needs Icon, Name, Pickup and Delivery Times and Addresses. Clearing this checkmark will cause
the trip tickets to be displayed smaller with only the Special Needs icon, the pickup and delivery address, and only the
pickup time — Client name and delivery time are not listed on small ticket display size.

&, Banhart, Mary Bark
0315 14144 Fierite Rd
EE-’I-E MC& [200 Litton D

b,{ 14144 Pierite Rd
0815 WCA (200 Littan D

Show Stage — When this option is checked, the stage area is displayed.

| Befrezh || Ll Alarm | Sort |E| |E| |E| |E| | 1 I:_Iients|

Statuz Boards

£ Buddie

[ 1]
3l

Fixed Row Count in Pool — This option toggles between a fixed height of 4 rows in the pool and a variable number of
rows in the pool. This can be useful for larger screens.

Default Dispatch Column Width — This option allows you to specify the desired width (in pixels) of the columns in the
dispatch board. You select the width, click the OK button then exit and re-launch Easy Rides to make the change.

Default Planner Column Width — This option allows you to specify the desired width of the columns in the planner
board. Just like setting the default dispatch column width, you select the width (in pixels), click the OK button then exit
and re-launch Easy Rides to make the change.
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Default Colurmn Width ==

Set the default colurnn width
for this computer's Dispatch Board
colurnns,

[measured in screen pixels]
small: 80, medium: 100, large: 120,
w-large: 140

0K | | Cancel

Alarm Sound On — This option is used to enable a sound along with a visual alert when an alarm’s time is up.

Show Whole Ticket ‘Hot’ — When this option is checked, ‘Hot’ trip tickets on the Dispatch Board are displayed with a
pink tint in addition to the red background of the icon. Clearing this checkmark will cause ‘Hot’ trip tickets to just have
the icon background in red.

ql_ Farkasz, Cecelia
A0 66 Hockwsood DOt

=! Farkass, Cecelia  [pnthia 1
2310 66 Rockwood Dr
310 Taguda, Cyrithia 1

Keep Easy Rides On Top — Check this option to keep Easy Rides visible on top of other windows so it is always
easily accessible.

Manifest Intervals — Select the intervals when printing fixed interval style manifests.

10 rinLte s
@ 15 minutes
20 rninke s
M prinuka s
60 rminute s

Other Menu Bar Items

Help

About — This screen tells you which version or release of Easy Rides you are running, release date, key code,
location of the program and contact information for Mobilitat. Click on this item when you need support and call us!
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F.ﬂxhuut @

i'_ — EASY RIDES
lm Werzsion: 3.0.26.15
e 10/03/03

[
#  Copyright: Mabilitat, Inc.

Easy Rides 1999 - 2008

Fabilitat, [ne.
1605 Green River Way
Green River, W™ 82935
[B83) B06-6R95

. b obilitat S ofbware, com

Reqiztration Mumber:
File Location: C:\Program FileztMobilitathERides3.exe

Ok

Selector Tool

=

Click on the set of arrows on the left to open the Selector Tool. When you make a ticket hot, you can then set a time
range and choose to see all the tickets in the Pool, Route, Schedule, Route+ (includes sent and onboard trips) or All
having the same Pick-up, Drop-off, Pick-up time or other options. The selections accumulate so if you make one hot
ticket, find similar tickets in the pool, you can then add more similar tickets from another area like a route. You can
then choose to place the results in one route thus making scheduling easier and maximizing your routes

|I=D{>|time range 15 minutes| |
1 hot tickets

Common Detailz Search In
Pool

Same Drop-off Foute

Same Sitex

Same PUSite [Foute+]

Same DOSite [&l

Same Times

Same PUTime

Same DOTime

Trip Note Color Buttons

L
]
2!

w
o

Cool All |

This feature provides numerous benefits. First, the Cool All button cools all Hot tickets. The second button allows
users to flag selected hot tickets with a specific color. The third button makes hot, all tickets of a specific color.

=] fudwell, Lonnne P8 o

0735 10511 Bragevemp 105

0300 Pride: (124571 Lome 0330 Sev

| Hawkinz, James EH Gerry
lpine Ln 0825 131

nanm Pride M12A4ART | arnz N3O0 Sane
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About Grouping Tickets
Uses of Buddies (Buddies and Grouped Tickets are used interchangeably here)

Buddying trip tickets can be a handy way of handling trip tickets that always go together (such as parents and kids or
client and attendant) because you only have to treat one of the Buddies tickets. This also has the potential for error
however, if trip tickets in a group are actually more independent than you may have thought. For example, let's say
that Vivian and Ted both reside at the same apartments and almost always travel together to the Senior Center at the
same times so you have their Reruns set as Buddies. One day, Ted isn’t going (but Vivian still is). As long as you
cancel Ted'’s ticket and check the other leg(s) of Ted'’s trip(s) but NOT Vivian’s trip(s) in the “Client Has Other Trips”
window you’ll be OK. But if you forget about Ted’s trip tickets, they may follow Vivian’s trip tickets step by step as you
handle them through the process and may end up being delivered without your notice or warning from Easy Rides

Trip tickets can be grouped (buddied) together so when you handle one ticket in the group the other tickets are also
selected for the same action, for example a mother traveling with a child should be grouped. When you move a
buddied trip ticket around on the Dispatch Board (to a route, sent, on board, delivered) all of the tickets buddied with it
are moved also. Buddied tickets consist of a “Parent” ticket which is the beginning of the group and one or more
“Child” tickets. The terms “Parent” and “Child” in this instance refer only to the original ticket (Parent) and the other
tickets (Child) associated (Buddied) — NOT an actual Parent/Child relationship.

Open the Buddies Editor £ Budies

From the Dispatch Board click on the “Buddies” Button, you will notice the screen is divided into a left pane (with
Paired tickets) and the right pane (Unpaired tickets).

Trip Tickets tab— if you wish to edit or create paired regular trip tickets, click on the “Trip Tickets” tab and use the
calendar form to select the desired date. Tickets show Pickup Time and Client name (Last, First).

F Buddies Editor =] @ [

i| Reruns |

1/09/2009 E-

Paired Tickets Unpaired Tickets

0710 Bnggs, Barbara 5 -
0715 Adamz, Mita

0715 Ozbarn, Jymeen
0718 Smoot, Phyliz
0725 Haves, Samuel
0725 Pinter, Jamie

0728 Cuff-Rizke, Donald
0730 Ereak., Break,
0730 Frost, Larny

0730 Melzon, Don

0735 Camey, John

0735 Cazey, Fred

0735 Kidwell. Corinine
0735 McCoy, Michael
0735 Ralph, James
0737 Rodda, Carl

0740 Bates, Virginia
0740 Cools, Marta

0740 Hanzen, Michells
0740 Paratore, Gerald
0743 McEwen, Darathy -

A

m

Reruns tab- if you wish to edit or create paired Reruns, click on the “Reruns” tab. Rerun Tickets show Client name
(Last, First), Pickup Time and days of the week the Rerun is scheduled to load. There is no calendar form on the
Rerun tab because you are working with trip templates (Reruns) and not actual trip tickets. Once the day schedule is
created, those paired Reruns will also display as regular trips on the “Trip Tickets” tab.
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F24| Buddies Editar

Trip Tickets

Pawred Reruns

Unpaired Rerunsz

Adamsz, Mita 0715 MTF

Adamsz, Mita 0715 WH

Adamg, Mita 1430 'WH

Adamz, Mita 1514 MTF

Alzpaugh. Lenora 0840 MTWRF
Alzpaugh, Lenora 1420 MTWHRF
Auckenthaler, Robert 0750 MTF
Auckenthaler, Bobert 0750 R
Auckenthaler, Robert 0750
Auckenthaler, Bobert 1440 R
Auckenthaler, Robert 1508 M
Auckenthaler, Robert 1508 TF
Auckenthaler, Robert 1508 W
Barnkart, kary Barbara 0815 MTWRF
Barnhart, Mary Barbara 1413 MTWwWRF
B ateman, Audrey 0330 5

Bateman, Audrey 1145 5

Batez, Yirginia 0740 F

Bates, Winginia 0835 T

Bates, Yirginia 1422 T

Working with Grouped Tickets See Also
To Create Buddies

Locate the first trip ticket to be paired from the right side of the Buddies Editor form and drag it to the left side of the

form to begin the pairing (this is called the “Parent” ticket). In this case, we want to buddy Amy and Marjorie Reynolds
together on their morning Reruns so we drag Amy’s morning rerun trip ticket from right to left. We wouldn’t want to put
more than one leg of a client’s trip tickets in the same group so in the event multiple legs, we would create two groups

for the client.
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FA Buddies Editor = Rcl *=
Reruns

Paired Reruns Unpaired Rerunsz

----- Fevnolds, Amy 0300 MTWHRF Ralph, James 0735 Tw -
Ralph, James 1405 TWwW

Ralph, James 1505 MAF

Fede, Suzie 0825 MTWH
Reynolds, Amy 1430 MTWRF
Revnolds, Marjorie 0800 MTWHRE
Reynolds, Marjone 1510 MTWRF
Roberteon, Lola 0937 '
Fiobertzon, Lola 1030 W

Raodda, Carl 0735 %

FRodda, Carl 0737 M

Fiodda, Carl 0737 TRF

Rodda, Carl 1405 M

FRodda, Carl 14058%f

Fiodda, Carl 1507 TRF

Foszzi, Letha 0835 F

Fiozsi, Letha 0835 M

Rossi, Letha 0835 T

Foszzi, Letha 1305 F

Roszz, Letha 1432 b

Rosgi, Letha 1432 T -

With the desired “Parent” ticket highlighted, drag and drop the other trips, one at a time, from the right pane onto the
top of the original ticket in the group.

I Buddies Editor e | @ [
| Tiip Tickets | Reruns |

Paired Reruns Unpaired Reruns

Revnolds, Amy 0200 MTWRF Ralph, James 0735 T -
Ralph, James 1405 Tw
Ralph, James 1505 MAF
Rede, Suzie 0825 MTWR
Reynolds, Amy 1430 MT'WRF

Reynolds, Marjone 1510 MTWRF
Robetson, Lola 0937 W
Robertzon, Lola 1030
Rodda, Cal D735
Rodda, Cadl 0737 M
Rodda, Cal 0737 TRF
Rodda, Cadl 1405 M
Rodda, Cal 1405
Rodda, Cad 1507 TRF
Rossi, Letha D835 F
Roszi, Letha 0335 M
Rossi, Letha D835 T
Rozzi, Letha 1306 F
Rossi, Letha 1432 M
Rozsi, Letha 1432 T -

e
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You should now see a (4 ) symbol to the left of the “Parent” ticket and the “Child” ticket beneath as an indication the
tickets are associated (Buddies). Clicking on the (a ) symbol to the left of the “Parent” will collapse the group from
view. Clicking the () symbol to the left will expand it again.

Edit a Group

If the desired Parent ticket isn’t already expanded, click the () symbol to the left to expand the Buddies to see the
other Buddy names. Click and drag tickets from the right to the left (dropping them on the “Parent”) to add to the
group, or drag and drop tickets from left to right to ungroup those tickets. You must first remove all “Child” tickets from
a “Parent” ticket prior to moving the “Parent” ticket back into the ungrouped tickets column.

Moving Grouped Tickets
Click on the special needs icon of any of the grouped tickets you wish to move — notice that all of the tickets in the

group are also selected (made hot). Move as desired to a route, Sent, On Board or Delivered all of the tickets in the
group will also move to the same location or status.

7| Gooid
Al

ﬂﬂ Ketels, Lovie

0200 17683 Erewer Rd
0310 Pride (12451 Loms:

i Feynolds, Amy

0300 17689 Brewer Rd
0930 MCA [200 Litkon D
| =4 Reynalds, Marjorie
200 17683 Brewer Rd
0310 MC Airpaort (12818
ﬁ]ﬁ Fetels, Louie

1510 Pride (12451 Loms
1860 17689 Brewer Rd

Changing Conditional Trip of Grouped Tickets

If you right click on a ticket that is Buddies with another and “Cancel”, “No Show” or “Delete” the trip(s), the “Client Has
Other Trips” window will open displaying the other legs (if any) of that Client’s trips as well as other Client’s trips that
are Buddies. In this case, we right-clicked on Amy’s 0800 trip and clicked “Cancel This Trip”. It should be noted, that
“Suspend” or “Deny” will only affect the one trip you clicked on.

E Client Has Other Trips =[] [EE]

On Wednesday. January 21,
Reynolds, Amy
also has the following trips.

Trips in effected groups.
R eynolds, Marjorie : 0800 [17689 Brewer Rd]

Mark with a check any other trips that
should also be moved.
Then refrezh dizpatch boards. [ o Ok ] | @ Gogce |

In some cases you may also see this information popup.
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Infarmation @

i | Changes to a group ticket may affect the route and/or
- trip code
of other tickets in the same group. Do you wish to
continue?

Trip Code Reasons

Trips can now be finalized (Delivered, No Show, Cancelled, Deleted, Suspended, Denied) with reasons associated
with Trip Codes.

If there are more than one trip code reasons for a trip code then a box will pop up when that code is selected for a trip.

Trip Code Reasons ]
MoShow

@ Client could not be contacted
Client naok ready oot in time
Client skates no trip scheduled
Emergency | Client not boarded
Found alternative ride

Cuk of window arrival

If only one Trip Code Reason exists for a Trip Code, then it will be selected automatically without further user input. If
no Trip Code Reason exists, then the trip will be finalized and closed in the usual way.

The Trip Code Reasons must first be setup in the utility and associated with the appropriate Trip Codes. These are
entered in the utility in the same manner as other lists and found under Admin>Programs and Fares>Trip Code
Reasons. Be sure to select the appropriate Trip Code for each item entered.
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-

" E Statuses = [ =[]
OB eEEE

Order Reaszon Trip Code |Statuz | -
3 Clent could nat be contacted Ma Show Active

| 100 | Client nok readydauk in time Mo Show Active
| 100 | Cliett states no tip scheduled Mo Show Active
100 | Emergency # Client nat boarded MHa Show Active =
: 100 Found alternative nde Mo Show Active
| 100 Out of window arrival Mo Show Active
| 150 | Per appointrment affice Canceled Active
150 Per client Canceled Active
: 150 per chent caregiver/guardian Canceled Active
| 150 Per client family Canceled Active
| 200 | Abusive customer Denied Active
200 | Driver unable to azsist Denied Active
: 200 Mot enough rezources available Dened Active
| 200 Request outside of hour of operation Denied Active
| 200 | Request outzide of sched policy Drenied Active
| 200 | Safety concern [Boarding location) Drenied Active

Easy Rides Tools

About the Tools

The Utilities section of Easy Rides contains various tools. The tools let you perform a variety of actions on your data.
Please note that the Tools enable you to change your data and should be used carefully!

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.
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Edit Delivered Trips
Kidwell. Corinne Route Daisy #14 Y  [Delivered -
Yehicle Driver Mame and Humber
16 03 Ford Aero Tech - Amadela, Bob #2 - 0272009 ~
Scheduled Time Pickup Delivery
1505 1525
Actual Time Arrived 0On Board Delivered Departed
nooo oo0oo 1303 o000
0O dometer Start Pickup Delivery End
0.00 0.00 0.00 0.00
- Lookup/Calculate Mileage
ste Pullomfica 7| | § @ @
DO/ Rockwood *| | Site Table PU/DD Start/End
Rate Type Baze Fare HRate $/Mile Miles Amount $ -
Service Area »| 200 0.00 0.0 2.00 =]
E ztimated
| o 0K | | Mext Trip | | K Cancel |

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

ﬁ Log Odameter and Tirme o = |
Dizplay Contrals
Organize By Select From To
[Route - || wiley |10 v tome v
= Delete Row ;'*E Irizert Fow | & Update Row |
Wiley [15 02 Ford e Te ~ | Freezer, Biian ~| End Service v 10/31/08 v 1600 13345400

Ewvent

1600

Route

o Wiley Freezer, Brian Mon-Revenue 10/31/08 13344700
Wiiley 15 02 Ford Aero Tech | Freezer, Brian Revenue 10431408 1385 139415.00
: Wiley 15 02 Ford Aero Tech | Freezer, Brian End Service 10431408 1285 139415.00
| Wiley 15 02 Ford Aero Tech  Freezer, Brian Revenue 10/31./08 0736 139257.00
Wiley 15 02 Ford Aero Tech | Freezer, Brian MNon-Revenue 10/31/08 0700 139347.00
o Wiley 15 02 Ford Aero Tech | Freezer, Brian End Service 10/30/08 1E00 139347.00
Wiley 15 02 Ford Aero Tech | Freezer, Brian Mon-Revenue 10/30/08 1824 139340.00
: Wiiley 15 02 Ford Aero Tech | Freezer, Brian Revenue 10/30/08 1400 139316.00
| Wiley 15 02 Ford Aero Tech  Freezer, Brian End Service 10430402 1300 139216.00
o Wiley 15 02 Ford Aero Tech | Freezer, Brian Revenue 10/30/08 0737 139261.00
Wiley 15 02 Ford Aero Tech | Freezer, Brian MNon-Revenue 10/30/08 0700 139251.00
_|wfiley 15 02 Ford Aero Tech  Freezer, Brian End Service 10/29/08 1600 139251.000 _
fL Cloge

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
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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
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 Thps ===
From Date To Date Thp Code

/02008 v 020%2008 O [ v | wED |
Dider 1 Ordar 2 Dider 2 Dhider 4

Fieneider "'| |Funl:|u 'rl |Nan'|: 'rl |F'il:ku|:l Tme 'rl

Initial Record Count
s Diclets 41|
| Herme Pichup detedime | Providen | Furde: Trip Code

Review Suppressed Reruns

On occasion, some clients or the transit system may need to place a hold on rerun (subscription) trips. This feature is
explained in the Easy Rides Users Manual. To 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.

-

£ List of Suppressed Rerun Trips [= ==
Oirder By ||:|i:nt name - |
| Home Pickup Date /Time _ [Client [ |U5l:l:| | -
W Doe_Jane 03042003 3.01:02 2283 1]
_ Doe.oJane 03062009 9:01:02 2283 n
_ Doe.Jane 030972003 30102 EEH3 n
Lipa, Jans 03112009 9:01:02 203 1] v
4[] 3
|l Clos= |

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.
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s )

E Rewiewe Client Entry Dates [ = [ = =

Last Mame Firgt Mame Date Entered | Funder -
Ethel Feb 08, 09 Self From D ate:

Amick Juanita Feb22,09 MY Manor 02/01/2008 @~
Aratar Ruby Feb18. 09 Self To Date:

Bil "dilliam Feb 04, 03 bt bl atnor 022842009 E~
Brown K.athrir Feb 26, 03 Self Qrder By:

Eryant Sandra Feb 20,09 Self
Buchanan Bert Feb 02, 09 Self Lazt Mame

Chavez Myran Feb(5.09  Sef pate ]
Clarke Joanne Feb 07, 03 MY M anor « GO
Darden Bob Feb 01,09 Self

Fammer Maricrie Feb 11,09 Sel Fint
GErizwnold b arc Feb 04, 09 Self —
Guyer Niccole Feb01.09  Sel A1 tlove
Guyer Jane Feb 13,09 Self

Harnrnond Johin Feb 04,09 REQUIRED Client Count
Harinah Carl Feb12,09  Sel o1

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.
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e

7 Client Last Trip List

Clignt |0 |Elient M ame Last Trip |Da_l,ls |
Ld 776 Pollock, Joan Sep 13, 2006 902
B 925 Butcher, Glora Sep 20, 2006 895
il 901 Lawyer, Alice Sep 22, 2006 293

9233 Baszzett, Pearl Oct 03, 2008 a8z

: 732 Ditmarsz, lma Ot 03, 2006 aa2
il 1002 Oberg, George Qct 03, 2006 aa2
il 336 Blankerhor, Helen Oct 05, 2008 aa0
1003 Rutherford, Lois Oct 05, 2008 aa0

: 997 Beals. Michael Oct 0B, 2008 a7
il 1027 “wiorley, Betty Oct 07, 2006 ava
il 1024 Bullard, Ruth Oct 09, 2008 ave
| 1031 Collar, Jody Oct 09, 2008 ave
15 Grogcup, Mam Lou Oct 09, 2006 a6

: 1045 Cacho, Eloize Oct 11, 2008 avd
B 574 Heseltine, Wilma Oct 13, 2008 a2
| 963 Lindop. Esther Oct 13, 2008 arz
1043 Qlzan, Beverly Oct 13, 2006 are

: 1030 Fidler, Ha Oct 15, 2008 avn
B 357 Munoz, Florence Oct 16, 2008 a63
o 335 Richardzon, Patricia Oct 17, 2008 a63
B3 Jenzen, Marie Oct 19, 2008 AEE

: 1074 Olmstead, Donz Ot 19, 2006 366
E76 Thompzon, Yema Oct 13, 2006 ae6

-

=)=

Lizt all of the Clients
who have had no

a0 days. f

Include Inactive
Cligntz

Cut Off Date
02/01,/2009

Toatal Count

1442

Select Al

o Activate

K Iractive

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.
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E Frequent Sddresses o= ===
: : F From D ate:
_|NCa (200 Litton Dr ) Grass Valley n2/01/2008 O~
| Grass Valley Dialysis 776 Fresman Ln] Grazz Yallay ToDate:
__|18377 Penn Valley Dr. Penn Walley 0z/28/2009 [+
| 341 0ld Tunnel Rd Graszz Valley =
| Seventh Day Ad Church Py (17645 Pern Val Pern Valey lw 0 &
b eadow Yiew bManor [396 Dorsey D) Graszz Valley
| Raleys (692 Freeman Ln) Graszz Valley
10511 Bragg Awe Graszz Valley ;
— Frint
_[244 Doarsey Dr. Graszz Valley

Only Prints Selected Rows
Click Grid Title To Select Al

Count Pick-Up
[T Count Drop-01f
2ndary Report lkem

@ Frequent Times

() Frequent Clients

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.

Warhing @
i Use 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?
Yes ] | Mo
Reporting

About Reports
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Easy Rides has a variety of reporting options. Many reports are access through the Easy Rides Utility Reports Menu,
and some, such as the driver manifests, are accessed through that particular software feature. Easy Rides also has a
variety of options that let you create your own custom reports and billing formats.

Watch the General Reports Video

Monthly Rides Report See Also

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. Watch the Video .

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

EGeneralRepor‘cs [ E | ]
From Date To Date Trips Clients Paszengers Total Fare Trip Miles Client Ddom Total 0dom Records
02/25/2008 ~ (02/25/2009 - 0 1] 0 0 0 ] i 0
- Client Pickup City Delivery City Fare Type Purpose Spcl Needs Trip Code
(&) i Al v Al - | | [ | | [ -

Drniver Age Group Jurisdiction Provider Ethnicity Pickup Zone Delivery Zone
|0 - || &l ~| |l -| &l -| a0 ~| |al - | | |
Yehicle Funder Sec. Funder Boute Rate Type Client Status
| ~ || & ~| |l ~| s ~| a0 - | &l -
Income Sp Stats DB List 3 DB List 4 DB List 5 DB List 6 DB List 7
| & > | lan ~| lan ~| lan ~| a0 > | [ > | [a |
First Second Third On |
Order by | Cjient ~| |Pickup Time = | | Pickup Time | ("] Show Report _E| A
|Trip Code |F'r0vider |Ethnicity |Elient Status |Age GIDU|| Purpoze |F'ickup Timne |.f-\ctual Pickup Time |F'ic:kup Zone |
| &) Summary | | &h Portrait | | & Landscape | E-'L Llose |
The screen has four different areas.
This area gives you a summary of your query (the questions you want answered):
=1 foN| >~
Trips Clientzs Passzengers Total Fare Trip Miles Client Odom Total Odom Hecords
n n n n 1] 1] 1] 1]
This screen contains the query details:
H Client Pickup City Delivery City Fare Type Purpose Spcl Heeds Trip Code
&) Al - Al > |al | al | al | & -
Driver Age Group Jurnisdiction Provider Ethnicity Pickup Zone Delivery Zone
[ ~|[an - | -| [l ~| > | |a - e |
¥ehicle Funder Sec. Funder Boute Rate Type Client Status
| v |[an v | | -| |l v | [l > | & -
Income Sp Stats DB List 3 DB List 4 DB List & DB List 6 DB List 7
[ -| |an -| [l -| [l v | [l v| &l -| i -

This part of the screen contains the information you want to see (the results of your query):
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|CIientName Actual Delivery Time Client Statuz | Driver Fare Type |Fare |Funder |Heferenct|durisdicti

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

| + Go | | % Surmary | | é Fartrait | |é Landzcape | EELQDSB |

Defining the Query

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:

E General Reports [= = ==
From Date To Date Trips Chients Passzengers Total Fare Trip Miles Client Odom Total 0dom HRecords
1240102008 - 1243142008 = G195 488 9877 16143.00 180231.00  150273.00 0.00 0
ey Client Pickup City Delivery City Fare Type Purpose Spcl Needs Trip Code
(&) & &l - Al > |al | [an | [ | [a -

Driver Age Group Jurisdiction Provider Ethnicity Pickup Zone Delivery Zone
Ll - [ ~| i ~| [an ~| [an ~| [a ~ | [ -
¥ehicle Funder Sec. Funder Boute Rate Type Client Status
L&l - || ~ | lan ~| [an ~| [an ~| &l -
Income Sp Stats DB List 3 DB List 4 DB List 5 DB List 6 DB List 7
Ll - [an - [an - [an - [an - [an - [ -
First Second Third W i
Order by | gy ~ | [Pickup Time | | Pickup Time  + |[] Show Report E| f

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.

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

First Second Third T I
Order by | gjiery ~| [Pickup Time  +| [Pickup Time =[] Show Riepart \ EJ 1
|Elient Warne |Aclual Delivery Time |Elient Status |Driver |Fare Type |Fare |Funder | erend Edit Columns

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

To include more information in your results, we highlight desired parameters from the “Hidden” column and press the
right arrow key to move it into the "Shown" column. To hide information, we highlight parameters from the "Shown"
column and press the left arrow. To move all the parameters right or left, we click the corresponding double arrows. To
change the order of the items in the "Shown" column, we click and drag the parameters up or down as desired. When
we have customized the information to our satisfaction, we press the "OK" button to confirm the changes. This closes
the window. Pressing the "Go" button again displays the new information.

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.

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. Watch the Video.

101




Printed Documentation

To find this report, Click Reports then PickUp Performance.

Schid. FickUpTime

|Actua| Pickup Time

|Differenu:e [rir = | | Intereal

M
4

02/28/2009 15:10:00
02/28/2003 15:10:00
02/28/2009 15:20:00
02/28/2003 15:30:00
02/28/2003 15:30:00
02/28/2009 15:30:00
02/28/2003 15:3%:00
02/28/2009 15:40:00
02/28/2003 15:40:00
02/28/2009 15:45:00
02/28/2003 16:00:00
02/28/2003 16:00:00
02/28/2009 16:05:00
02/28/2003 16:24:00
02/28/2009 16:30:00
02/28/2003 16:30:00
0242842003 17:00:00
02/28/2003 17:00:00
02/28/2003 17:00:00
02/28/2009 17:05:00

02/28/2003 15:07:00
02/28/2003 15:03:00
02/28/2003 15:22:00
02/28/2003 15:25:00
02/28/2003 15:35:00
02428420039 15:03:00
02/28/2003 15:15:00
02/28/2009 15:45:00
02/28/2003 15:35:00
0242872003 15:35:00
02/28/2003 15:55:00
02/28/2003 15:51:00
02428420039 15:50:00
02/28/2003 16:14:00
02/28/2009 16:15:00
02/28/2003 16:05:00
0242872003 16:57:00
02/28/2003 16:45:00
02/28/2003 16:42:00
0242872003 17:12:00

Leszs then -30

30to 15

15t00

Otol15

15 to 30

e L S [V Hen T

COUNT

2,500

243
2065
1068

E Performance [o = ==
From D ate To Date Yehicle Driver Route Order By
02012008 [E~  oea2008 @ al | al - el ~| [PickupTime  ~|
Intvl  Min Max
]« =] (@] (50 | [[ElwieTofie | [ Pinchat | 35 3 1

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 See Also

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 taken in 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.

To access the Rides Analyzer Click Reports, then Rides Analyzer.

Select File then New to create a new report and give it a name.
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s

Layouts | Fields

| [ Load | 02/01/2009
02/26/2009

R epaorts Fows

Inzervice Subscrphtion T 0
B Out of Service Subscripti 0
| AR Cortract Delivered 0
| &l Delivered Rides
Mo Shaws
" | Denials

M5

_.-’-'-.FI Contract Subzcription

0

0

0

0

0

Wan program 1]
| Esconts n
* wheelchairs n
| ADA Delivered 0
| Cancelled n
_.-’-'-.rea 4 Sunday 1]
I Subszcription Rides 1]
| Refused n
I O0County Delivered 1]
B County Delivered 1]
# t anthly B eport 1]

E Ride Analyzer: Mew Report Feb 01 2009 £o Feb 28 20049

j_l

Report Marme (3]

Mew Mame

&l Mo Show Rides

o4 Cancel

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.
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P

ﬁ Ride Analyzer: All Mo Show Rides Feb 01 2009 to Feb 28 2009
File Edit ‘iew

] Load 02/01/2009 -

02/28/2009 -
Layoutz | Fields TripCode =5 _ Query

R eports Fows | =

Inzervice Subscription T 0
Out of Service Subscripti 0 :‘—‘

_.-’-'-.Fl Contract Delivered |0

|4l Delivered Rides D
| Mo Shaws n
" | Denials n
BE 0
B AR Contract Subzcription 0
" van program n
| Esconts n
| wheelchairs n

Now that we have created the query, we want to load it for a specific date range.

e

E Ride Analyzer: All Mo Show Rides Feb 012009 to Feb 28 2004
File Edit ‘Wiew

| [ Load | 10/01/2008 =
10/31/2008 E]

Layouts | Fields 4 October, 2008 »
Repaorts Sun Mon Tue Wed Thu Fri  Sat
Inzervice Subscripl 28 29 30 1 2 3 4

" |Outof Service Su 2 b 7 & 9 10 11

] . 1z 13 14 15 1o 17 18

_.-’-'-.FI Contract Delive 19 01 A 2 23 4 35
Al Delivered Rides 25 27 28 20 3p {7FH™

.....

Mo Shaws 2 3 4 5 & 7 g
] [ Today: 02/27/200

Denials
NS 1]
_.\n | Y R R o Y I R |

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.
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File Edit Wiew

[4] Cloze

Lapouts | Fields

Reports Rows TripCode =5
Al Rides BO02 |
| Inzervice Subscription Tri 1116
B Out of Service Subzcripti 94 tiName tFunder iRateType i
" | AR Contract Delivered | 732 Li 'J"Ei”ze"ci‘”’; ’:F‘If County ge”?ce irea
— - . ones, Charlene = ervice Area
Al Delivered Flides 451 B Kendrick, Barbara Self Semvice Area
M — ie: Brunzwick lhn | Service &rea Main
_|Deniale 0 3 ::?unt ti kM el Self Service Area
p | IN3 520 miormanon Mell Self Service Area
_AH Contract Subscription 760 ] Monk, &mada AR County Maon-Service fre
| Van program 21 &l Mackenzie, Melanie Self Service frea
_ Escorts 217 : Mackenzie, Melanie Self Service Area
_Wheelchairs 333 Frederick, Abby-G ai Self Service Area
Al Deliversd 3345 B Palmer, Lou Self Service Area
| Cancelled 1o : Palmer, Lou Self Service Area
_ﬁuea 4 Sunday 31 Farzong, Darothy B Self Service Area
B Subscription Rides 1932 B Farzong, Dorothy B Self Service Area
| Refused 5 : Files, Joan Self Service &rea
| O0County Delivered 920 _|Friesen, Jackie AR Contract  Mon-Service Are
B Courty Delivered 2908 _|Woodle, Jeanette Self Service frea i
_|Monthly Repor 6003 FloktwBil  [B27/208 ~  [lOKlePay 02/27/2003 -~

L [« [m][=] (¢] [ BwieTofie | [ J| Cose |

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.

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.

OK taBill 0242742003 - 0K taPay 02/27/2009 =

([ ][ [ 2][ o] e | Wite ToFile | ] Ciose

To save the output of a report, 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.

Generally you will want to save the file as Microsoft Excel. This allows you to open the file in Excel and format the data
as needed.
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E Save As [
——
S, &, » Computer » Local Disk (C3) » ~ | 44 || search gl
File name: Mo Shows_Oct0108-0ct3108 -
Save as type: .Micmscﬂ Excel (*xis) -
* Browse Folders T | Save ] | Cancel
Select the
file type
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. Watch the video

Click Reports then Mileage/Time:

P — R T e e R "

E Fileage/Tirne Log ==

From To Record Count : Mate: Mizzing or incorrect entries lead
02/01/2008 ~ 02/28/2008 ~ 150 Vehicle g significant miscalculations in totals.
7 ; Revenue  MNon-revenue
Route Driver Yehicle Mileage 1 832.00 370,00
il - || - | [ =
Time [hrz] 154.917 40,833
1st Order  2nd Order 3rd Order
L=l e \Vehicle v|[Time  +||Miesge +| | " EdtOdometer/Time|

Route Dt Yehicle Ewvent Date & Time Odometer| Afsar | Ao =

3 ank. Brian C [ 03 1600 147521 end| st
| Wil Frank. Brian 15 02 Ford Aero | Mon-Revenue 02/28/03 1540 147514 70 0O
Wiley Fratik. Brian 15 02 Ford Aero " Revenue 02/28/03 1400 1474900 24.00 1.1
: Wil Frank. Brian 15 02 Ford Aero " End Service 02/28/03 1300 147430 0.0 1.
Wiley Fratik. Brian 15 02 Ford Aero " Revenue 0242803 0300 147440 BO.O) Al
i Wil Frank. Brian 15 02 Ford Aero | Mon-Revenue 02/28/03 0700 147433 70 1.
Wiley Fratik. Brian 15 02 Ford Aero " End Service 0242703 1600 147433 0.0 151
: Wil Frank. Brian 15 02 Ford Aero | Mon-Revenue 0242709 1525 147424 8.0 0!
Wiley Fratik. Brian 15 02 Ford Aero " Revenue 0242703 1400 147403 21.00 1.
: Wil Frank. Brian 15 02 Ford Aero " End Service 02427403 1300 147403 0.0 1.
_|wiley Fratk. Brian 15 02 Ford Aero | Revenue 02427409 0751 147343 B40) B _
1 |l 3

[ W G0 | | ElwiteToFle| | 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”.
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E Log Odometer and Time o (=3
Dizplay Cortrolz
Organize By Select Fram Ta
|Route - | wiley v oz/mie v 02028009 v
=+ Delste Row = Update Fow
Wwiley [15 02 Ford &ero Te || Freezer, Brian V] Mon-Revenue - 02/27/08 ~ 0700 147236.00
Route |\r"ehicle Driver |Event |Date |Time dometer | -
Wiley 15 02 Ford Aero Tech | Frank, Brian End Service R 147341.00
— . Click inthis boxto [ o500
Wiiley 15 02 Fard Aero Tech  Frank, Brian Mon-Revenue 147332.00 (i
- . correctthe entry B
o Wiiley 15 02 Fard Aero Tech | Frank, Brian Revenue 147302.00
L Wiley 15 02 Ford Aero Tech  Frank, Erian End Service 02/27/09 1300 147202.00

Wiley 15 02 Ford Aero Tech  Frank, Erian Revenue 02/27/09 0758

02 Ford Aera Tech |Frank, Brian 147236.00

Wiley E 97 Ford E-350 Abbatt, W ayne End Service 02/24/03 1315
: Wiiley E 97 Fard E-350 Abbott, W apne Mon-Fevenue 02/24/09 1247 28488600
a Wiley E 97 Ford E-350 Abbatt, W ayne Revenue 02/24/09 0908 28483400
Wiley & 97 Ford E-350 Abbott, Wapne Mon-Revenue 02/24/09 0200 284827.00
a Wiley 15 02 Ford Aero Tech | Frank, Brian End Service 02/22/03 TE00 147236.00
] Wiley 15 02 Ford Aero Tech  Frank, Brian Mon-Revenue 02/22/03 1527 147228.00
_|wfiley 15 02 Ford Aero Tech  Frank, Brian Revenue 02522509 1400 14720800 _

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.
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Sample Client Information Sheet

Sample Customer Information Sheet

Thank you for riding . We’re going to be using a new
software system, Easy Rides®, to help us do a better job serving you and other riders.
One of the improvements will be to offer quicker trip scheduling, because the system
stores each customer’s data for easy reference. Please take a few minutes to complete
this form, so we can make trip scheduling easy for you in the future.

FIRST NAME: LAST NAME:

ADDRESS: APT #:

CITY, STATE, ZIP:

PHONE NUMBER: ( )

BIRTHDATE: YEAR:

MEDICAID #:

If you needed help or had an emergency we’d like to call a person you choose.

CONTACT NAME:

CONTACT PHONE: ( )

Select all that apply:

GENDER: O FEMALE O MALE
RACE: O WHITE [J HISPANIC [0 AFRICAN-AMERICAN [0 OTHER,
DO YOU USE: [1 WHEELCHAIR [J WALKER OR CANE [0 ATTENDANT

[0 SERVICE ANIMAL [0 HEARING AID OR DEVICE [J NO ASSISTANCE

THANK YOU FOR TAKING THE TIME TO COMPLETE THIS SURVEY. IF YOU HAVE ANY
QUESTIONS OR COMMENTS PLEASE CALL

Sample Manifests

There are many sample manifests to choose from These are stored in the system, or a new manifest can be tailored to
meet your needs.

Portrait — 2 Column Client name
Portrait — 2 Column Pickup Time
Portrait — Page Width

Portrait — Page Width With Header
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Portrait — Page Width With Headers 2
Portrait - Page Width With Signature
Portrait — Page Width Without Directions
Landscape 2 — Active Intervals
Landscape 2 — Active With Header
Landscape 2 — Fixed Intervals
Landscape 2 — Fixed With Header
Landscape 3 — Fixed With Header
Landscape — Active Intervals
Landscape — Fixed Intervals
Landscape — Stops Manifest

Portrait — 2 Column Pickup Time

e e e e e e e e e e e e e R R e R e e s R R e

Amadela, Bob Manifest for: Tuesday, Jan 13
Route: Daisy; Vehicle: #16 16 03 Ford Aero Tech. Printed: Jan 12 at 1616

e e e e e e e e e e e e e R R e R e e s R R e

BREAK. BREAK: Amb-E: (0} (555)123-4567
0700 Gold Countrv Telecare (13457 Colfax Hw
0720 Gold Country Telecare (13457 Colfax Hw

) PU

NA: 5000, NA DO:
NA

CARNEY, JOHN: Amb-E: (1) (555)123-4567
073510511 Bragg Ave : Rockwood PU:
0900 Pride (12451 Loma Rica Dr) ; Loma Rica

Direct Bill: $2.00: NA DO:
NA

KIDWELL. CORINNE: Amb-E: (1) (555)123-4567
0735 10511 Bragg Ave : Rockwood PU:
0900 Pride (12451 Loma Rica Dr) : Loma Rica

Direct Ball: $2.00: NA DO:
NA

HAWKINS, JAMES: Amb-E: (1) (555)123-4567
0755 11195 Alpine Ln : Sierra Pines PU:
0000 Pride (12451 Loma Rica Dr) : Loma Rica

Direct Bill: $2.00: WA DO:

CAN BE LEFT ALONE

Portrait — 2 Column Client name
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e e e e e R R e R e e e e e e e s R R P S R R

Amadela, Bob

Route: Daisy: Vehicle: #16 16 03 Ford Aero Tech.

Manifest for: Tuesday, Jan 13
Printed: Jan 12 at 1622

e e e e e R R e R e e e e e e e s R R P S R R

BREAK. BREAK: Amb-E: (0) (555)123-4567

0700 Gold Countrv Telecare (13457 Colfax Hwv) - PU
0720 Gold Country Telecare (13457 Colfax Hwv) :
NA: 50.00: NA DO:
NA

BREAK. BREAK: Amb-E: (0) (555)123-4567
1545 Gold Country Telecare (13457 Colfax Hwv) :PU
1600 Gold Country Telecare (13457 Colfax Hwv) :

NA: 50.00; NA DO:
NA

CARNEY, JOHN: Amb-E: (1) (555)123-4567

0735 10511 Bragg Ave : Rockwood PU
0900 Pride (12451 Loma Rica Dr) ; Loma Rica

Direct Bill: $2.00: NA DO:
NA

HAWEKINS, JAMES:; Amb-E: (1) (555)123-4567
0755 11195 Alpine Ln : Sierra Pines PU
0900 Pride (12451 Loma Rica Dr) ; Loma Rica

Direct Bill: $2.00: NA DO:

CAN BE LEFT ALONE

Portrait — Page Width
Amadela. Bob

Route: Daisy; Vehicle: 16 03 Ford Aero Tech

Break, Break

07:00 Gold Country Telecare (13457 Colfax Hwy)
07:20 Gold Country Telecare (13457 Colfax Hwy)

NA
FU: (13483 Colfax Hwy)
DO: (13483 Colfax Hwy)

Start: Pickup:

Carney, John

07:35 10511 Braag Ave

09:00 Fride (12451 Loma Rica Dr)
NA

PU: {10511 Bragg Ave)

DO: (12451 Loma Rica Dr)

Start: Pickup:

Kidwell, Corinne

07:35 10511 Bragg Ave

09:00 Pride (12451 Loma Rica Dr)
NA

PU: (10511 Bragg Ave)

DO (12451 Loma Rica Dr)

Stari: Pickup:

Portrait — Page Width Without Directions

Manifest For: Tue Jan 13
Printed On:  Mon Jan 12

Amb-E (0) (555)123-4567 NA
La Barr Meadows NA
La Barr Meadows

Drop Off: End:
Amb-E (1) (555)123-4567 Direct Bill
Rockwood NA
Loma Rica

Drop Off: End:
Amb-E (1) (555)123-4567 Direct Bill
Rockwood MNA
Loma Rica

Drop Off: End:
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Amadela. Bob

Route: Daisy; “ehicle: 16 03 Ford Aero Tech

Break, Break

07:00 Gold Country Telecare (13457 Colfax Hwy)
07:20 Gold Country Telecare (13457 Colfax Hwy)

Manifest For: Tue Jan 13

Frinted On:  Man Jan 12
Amb-E (0} (555)123-4567 MNA
La Barr Meadows MNA

La Barr Meadows

NA

Start: Pickup: Drop Off: End:

Carney, John Amb-E (1) (555)123-4567 Direct Bill
07:35 10511 Bragg Ave Rockwood NA
09:00 Pride (12451 Loma Rica Dr) Loma Rica

NA

Start: Fickup: Drop Off: End:
Kidwell, Corinne Amb-E (1) (555)123-4567 Direct Bill
07:35 10511 Bragg Ave Rockwood MA
09:00 Pride (12451 Loma Rica Dr) Loma Rica

NA

Start: Pickup: Drop Off: End:

Portrait — Page Width With Header

Amadela. Bob Manifest For: Tue Jan 13

Route: Daisy, Vehicle: 16 03 Ford Aero Tech Printed On:  Mon Jan 12

Time In: Time Out: Total Time: Pink: Green:
Mileage Start: Mileage End: Total Miles: Blue: White:
Gallons Fuel: Total Cash: Yellow:

Break, Break Amb-E (0) (555)123-4567 MA

07:00 Gold Country Telecare (13457 Colfax Hwy) La Barr Meadows MA

07:20 Gold Country Telecare (13457 Colfax Hwy) La Barr Meadows

NA

PU: (13483 Colfax Hwy)

DO: (13483 Colfax Hwy)

Start: Pickup: Drop Off: End:

Carney, John Amb-E (1) (555)123-4567 Direct Bill
07:35 10511 Bragg Ave Rockwood MNA

09:00 Pride (12451 Loma Rica Dr) Loma Rica

NA

FU: (10511 Bragg Ave)

DC: (12451 Loma Rica Dr)

Start: Pickup: Drop Off: End:

Portrait — Page Width With Headers 2
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Amadela. Bob Manifest For: Tue Jan 13

Route: Daisy; Vehicle: 16 03 Ford Aero Tech Printed On:  Mon Jan 12

Time In: Time Out: Total Time: Pink: Green:
Mileage Start: Mileage End: Total Miles: Blue: White:
Gallons Fuel: Total Cash: Yellow:

Break, Break Amb-E (0) (555)123-4567 MA

07:00 Gold Country Telecare (13457 Colfax Hwy) La Barr Meadows MNA

07:20 Gold Country Telecare (13457 Colfax Hwy) La Barr Meadows

NA

PU: (13483 Colfax Hwy)

DO: (13483 Colfax Hwy)

Carney, John Amb-E (1) (555)123-4567 Direct Bill
07:35 10511 Bragg Ave Rockwood NA

09:00 Pride (12451 Loma Rica Dr) Loma Rica

NA
PU: (10511 Bragg Ave)
DO: (12451 Loma Rica Dr)

Portrait - Page Width With Signature
Amadela, Bob Shift Start:

Route: Daisv:
Odom Start:

Vehicle: 16 03 Ford Aero Tech
Odom Stop:

Break, Break

07:00 Gold Country Telecare (13457 Colfax Hwy)
07:20 Gold Country Telecare (13457 Colfax Hwy)
NA

Job Number: _

Depart Yard: _Arrive/Depart PU:

Manifest For

Printed On:  Maon

Amb-E (0) (555)123-4567

La Barr Meadows
La Barr Meadows

Signature:

: Tue Jan 13
Jan 12

Cancel [
No Show []

Deliver:

Arrive Yard:

Carney, John

07:35 10511 Bragg Ave

09:00 Pride (12451 Loma Rica Dr)
NA

Job Number: _

Depart Yard: _ Arrive/Depart PU:

Amb-E (1) (555)123-4567

Rockwood
Loma Rica

Signature:

Cancel []
No Show []

Deliver:

Arrive Yard:

Landscape — Active Intervals
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Amadela, Bob Manifest For: Tue Jan 13

Foute: Daisv;  Vehicle: 16 03 Ford Aero Tech Printed On:  Mon Jan 12
07:00 /07:10 |Break. Breal Gold Connmry Telscars (13457 Colfax Hooyd  |La Barr Meadows WA 0 L-\Luh-E
(Gold Conniry Telecare (134357 Colfax Hwy)  |La Barr Meadows WA (5335)123-2567
REN
07:35 1 09:00_[Carney, John [10511 Brazz Ave [Rockwond [Direct Bill I Jann-E
|pride {12451 Loma Rica Dry L orea Rica A [i555123-2387
BIA
07235 09:00_[Kidwell, Corinue [10511 Brazz Ave [Rockwond [Direct Bilt I Jawnn-g
|Pride (12431 Loma Rica Dr) L oma ica A (3551234367
R |H:m'l.'.i|1'.-. James 11195 Alpine Ln Sierra Pies |Direct Bill 1 L-\u:.h-E
Eride (12451 Lowma Rica D) Lomea Fica A (553)123-4587
CAMN BELEFT ALONE
11:45 [ 13:45 |Lunc|.1, Lunch (Gold Comwry Telecara (13457 Colfax Hayd  |La Barr Meadows A 0 L-\u:.h-E
Gold Conamry Telecars (13457 Colfax Hwy)  [La Barr Meadows A (555)123-2567
|Kjdwe]l Corinne Eride (12451 Lowma Fica D) Lowa Fica [Direct Bill 1 |Au:.h-E
L0311 Bragz Ave [Peckwood A (535)123-2587
5/ 16:00 |Bre:|k: Breal Gold Conmery Telecare (13437 Colfax H La Barr Meadows A 0 L-\u:.h-E
(Gold Connmry Telecars (13457 Colfax Hoyd  |La Barr Meadows A (5535)
BA
Landscape - Fixed Intervals
Amadela, Bob Manifest For: Tue Jan 13
Route: Daisy;  Vehicle: 16 03 Ford Aere Tech Prmted On:  Mon Jan 12
0700 /07:20 |Bre:lk. Breal (Gold Counmy Telecare (13457 Colfax Hwy)  [La Barr Meadows  [MA 0 L’.mb-E
(Cold Counmry Telecare (13457 Colfax Hwy) [La Barr Meadows  [INA (555)123-4567

0735/ 09:00 [Carney, John [10511 Bragz Ave [Reckwood [Direct Bl 1 JambE
[Prids (12451 Loma Rica Dr) [Loma Rica s |555)123-4367
A
07-35 /0900 |Kjd1re]l. Corinne 10511 Bragz Ave [Fuockwnood IDirect Ball 1 |Amb-E
Pride (12451 Loma Fica Dr) Lorma Rica LA (555)123-4567
A
07-55 /0900 |Haw1i.i|1'=, James 11195 Alpine Ln Sierra Pines IDirect Ball 1 I.Amb-E
Pride (12451 Loma Fica Dr) Lorna Fica LA (555)123-2567
CAN BE LEFT ALONE
Landscape 2 — Active Intervals
Amadela. Bob Daisv 16 03 Ford Aerg Tech Tue Jan 13
PU/DO Time | Mame Fare ddr SamsPhone [PUDO Time&Odom | PrmCode Triplioe Pages: 1
0700 /0720 |Bresk, Break HAamb-E (1) A HA
A D00 [535)123-4567
0735 (0200  |Carney, John ragz Ave |Arab-E (1) [FA HA
_ |Direct Bill /¥ 2.00 Fride I Loz Riea D (53301234367
0735 (0200 [Eidwell, Corione |Amb-E (1) A HA
Direct Bill /' 2.00 (535)123-4567
0755 /0900 |[Hawkins, James lAmb-E (1) [FA CAN BELEFT ALONE
_ [Direct Bill / 2.00 (53331234367
1245 71345 [Lunch. Lunch |Amb-E (0} [FA HA
_ WA 000 (53391234367
1505 11525 |Eidwell, Corinne |Amb-E (1% A HA
_ |Direct Bill / 2.00 (53301234367
1545 /1600 |Bresk, Break Talscars (13457 Colfox B mb-E (1) [rA Ma
A 0.00 Talecars (13437 Colfax B 555)123-4567

Landscape 2 - Fixed Intervals
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Amadela. Bob Daisv 16 03 Ford Aerg Tech Tue Jan 13
PU/D Time | Mame Fare PUDO Address ZamsPhone |PUDD TimefOdom | PooniCode Triphione Page# |
0700 ?:[u_m: Break old Counsry Talecars (13457 Colfax B A mb-E 5] qA HA
MA S 0.00 Gold Counsry Talecars (13457 Colfax Hejf5331123-4567
0715
0735 /0800 |Camev, Joha 1 Bragz Ave lAmb-E (1) A NA
Direct Bill /' 2.00 1 Lezuz Rica Dr) (533)123-4567
0735 /0900 [Hidwell, Corinne |Amb-E (1) [t4 HA
_ |Direct Bill /¥ 2.00 20 (553)123-4547
0755 10200 [Hawkins, Tames |Amb-E (13 12N CANEBELEFT ALTHME
Direct Bill /2.0 Pride (12470 Loz Rica D) (535)123-4567
Landscape 2 — Active With Header
Amadela. Bob Daisv 16 03 Ford Aerg Tech Tue Jan 13
PU/DO Time | Mame Fare DO Address SamsPhone [PUDO Time&Odom | PrmCode Triplioe Pages: 1
0700 /0720 |Bresk, Break ey Talacams (13437 Colfan EAmb-E () A HA
A D00 ¥ Talacams (13497 Colfaw B 5551123 4567
0735 /0200 |Camev, John lamb-E (1) P WA
_ |Direct Bill /¥ 2.00 (53301234367
0735 (0200 [Eidwell, Corione |Amb-E (1) A HA
Direct Bill /¥ 2.00 (535)123-4567
0755 /0900 |[Hawkins, James lAmb-E (1) [HA AN BE LEFT ALONE
_ [Direct Bill / 2.00 (53331234367
1245 /1345 |Lunch. Lunch Talocara (13457 Colfax B mb-E (0} [ra Ha
_'_\:_:L 0.00 Telezars (13457 Colfax ERfr55 53] 234547
1505 11525 |Eidwell, Corinne % Lezaz Rica D) |Amb-E (1% A HA
_ |Direct Bill / 2.00 (53301234367
1545 /1600 |Bresk, Break Talscars (13457 Colfox B mb-E (1) [rA Ma
A 0.00 Gold Counsy Telocars (13457 Colfax Enfr5551123-4567
Landscape 2 - Fixed With Header
|Time In: Trme Ot [Total Time: Ehue:
wileage Start: [ileage End: [Total Miles: Tellow:
|Gallons Fuel: Toral Cash

Amadela, Bob Daisv 16 03 Ford Aero Tech Tue Jan 13
PU/DD Time | Mame Fare Stams/Phope |PUDO TimedrOdom | PoniCode TripNote Page#: 1
0700 /0720 |Bresk, Break S 4mb-E (0) A N4
BA S D00 [555)123-4567
0715
0735 /0800 |Cammey, John |amhb-E (1) A N
_ |Direct Bill /¥ 2.00 (555)123-4547
0735 /0200  [Eidwell, Corinne |Amb-E (1) A HA
_ |Direct Bill / 2.00 (555)123-4567
0755 /0000 |Hawkins, James mwb-E (1) A CANEBELEFT ALONE
Direct Bill / 2.0 (555)123-4567

Landscape 3 — Fixed With Header
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[Bemin [First PLT [Last DO End (Gallons Fuel: [Gresn Fink Mon-Med:
[Time: White: [ellow Med:
[Cdometer: Total Cash: [Blue:
Amadela. Bob Daisv 16 03 Ford Aerg Tech Tue Jan 13
BUDO Time | WameFare FUDO Address SramsPhone |FUDO TimefrOdom | PrintCode Triptaote Pages: |
0700/ 0720 |Bresk, Break eld Coumsy Talscazs {13437 Celfax Ed b E (1) A HA
A 000 Gold Counsry Talecars (13457 Colfax B 5551123-4567

0735 /0200 |Camey, John
Direct Bill /_ 2.00

511 Bragz Ave lAmb-E (1) A HA

2 Oir) (555)123-4567

511 Bragz Ave |Amb-E (1) A NA
2451 Lomna Rica Dr) (555)123-4567

0735 /0800 |Kidwell, Corinne
Direct Bill /.00

0755 /0800  |[Hawkins, James 195 Alpine Lu ES A CANEE LEFT ALONE
Direct Bill /' 2.00 o (12471 Lema Rica D) 4567
Landscape — Stops Manifest
Time In: Time Cur: [Total Time: Graen: Blue:
Wileage Start [Mileage End: [Total Miles: [White: Tellow:
allons Fuel: Total Cash Pink:
Amadela, Bob Daisy 16 03 Ford Aero Tech Manifest Date: Tue, Jan 13
Print Date: Mon, Jan 12
B|TiNamal Addrass S tams Phone Hi IiJea!x‘TrlpI\'o[e Directions Page: 1
P |07{Break, Break JAmb-E () { (13483 Colfax Hwy)
ald Couzery Talocars f4 4000
La Bam MfA
D|07{Break, Break |Amb-E (1) (13483 Colfax Hwy)
Tald Couzery Talocars f8 40,00
La Bar M[NA |
P |07[Eidwell, Corinne [Amb-E (1) ( (10511 Bragz Ave)
10511 Bragz Ave [Direct Bill2.0
RockwoodNA
P |07)Camey, Tohn |Amb-E (1) (10511 Braggz Ave)
10511 Bragz Ave [Direct Bill2.0 |
RockwoodNa
P |07/Hawkins, James  |Amb-E (1) ( CAN BE LEFT ALONE(11195 Alpine Ln)
11105 Alpine Lu  [Direct Bill'2.0 |
Sierra PindMA

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: [1Scheduling Agent [JPaid Driver [1Volunteer Driver
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Vehicles Certified to Drive: CIN/A [IAI [J12 Psngr [115 Psngr [124 Psngr [150 Psngr

CDL?

Birth Date:

OYes CONo

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 Date Notes
Issued Expires
CDL
DOT Physical

Continue on reverse as needed.
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B

Batch Schedule: Batch scheduling, or autoscheduling, will automatically assign trips to runs according to parameters
established by the scheduler.

Buddies: Buddies are passengers who travel together. Trip tickets can be grouped (buddied) together so when you
handle one ticket in the group the other tickets are also selected for the same action, for example a person
traveling with an attendant should be grouped.

D
Data Fields: One part of a record in your database; the Last Name is one field in a Client’s record.

Database: Files on the server containing all of the tables where the information used by Easy Rides and the utility are
stored; Clients, Addresses, Trips, Drivers and many others including tables used to enhance functionality of
Easy Rides but normally unseen by the user make up the database.

Deilvered Board: Similar in appearance to the Schedule board, (but containing only assigned tickets to routes) this
board represents tickets that have been “delivered” by the Driver.

Farebox: The driver keeps cash for the trip in the Farebox.
Fields: One part of a record in your database; the Last Name is one field in a Client’s record.

Form: Like a paper “form”, a visual screen interface to enter information for a record; the Trip Form is an easy way for
the user to enter a trip record into the database.

G
Geocode: The process of associating a latitude and longitude to an address

GIS: Geographic Information System — In Easy Rides this refers to the mapping options where addresses are coded
(geocoded) with a latitude and longitude (lat/lon) so the location can be pinpointed to an exact spot on the
map. This association of lat/lon (geo-coding) allows you to display a client’s address, a drivers route or any
other address or place on the map with just a click from within Easy Rides.

H

Hot Trips: A trip that is selected in preparation for the next action.

Make Hot: To click on the client special needs icon portion of a trip ticket or tickets to select the ticket(s) in preparation
for the next action; you might make several trip tickets “hot” to move them from the pool to a route, deliver
them, display them on a map, etc.

MapPoint: Microsoft MapPoint is both a technology ("MapPoint Web Service," ) and a specific software program
created by Microsoft that allows users to view, edit and integrate maps. The software and technology are
designed to facilitate the geographical visualization and analysis of either included data or custom data.

P

Planner: The Planner lets you visually look at your schedule so that you can easily see gaps or duplications. It's used
as an adjunct to the Dispatch Board.

Pool: A visual area of the schedule board in Easy Rides where trip tickets that do not have a route assigned to them are
placed.

R
Route: A Route is a set of trips that can be assigned to any bus and driver.

Route Parameter Replication: Route Parameter replication allows a user to set a day schedule with the same drivers,
vehicles, times and constraints as another day schedule.
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S

Schedule Board: The main scheduling screen where a specific day’s trip tickets are displayed and moved between
the stage, pool or routes.

Select this text: To highlight text in a field causing it to display as a blue box with white characters for the purpose of
overtyping and replacing with new text or deleting, cutting or copying the selected text.

Sent Board: Similar in appearance to the Schedule board, (but containing only assigned tickets to routes) this board
represents tickets that have been “sent” or communicated to the Driver, and (depending on how your agency
dispatches or uses the system) passengers that the Driver has on board the vehicle at the moment.

Sent Trips: A sent trip is one that has been "Sent" or communicated to the Driver.

Stage: A visual area of the schedule board in Easy Rides where the user can position unassigned trip tickets. The pool
is unique in that the tickets can be “drag and dropped” anywhere within the stage area which may help the
user associate some visual meaning to the tickets in the stage based on their position.

T

Trip Ticket: A reservation for a client ride.
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A
A Day in Easy Rides 1
About Drivers 34
About Easy Rides Geography 24,26
About Good Client Data 14
About Reports 99
About the Tools 94
About Time for Rides 61
Add a Route 78,79
Adding a Trip Ticket 72
Adding Addresses 27,31, 33
Adding Cities and Zones 23,24, 26
Adding Clients 18
Adding Jurisdictions and Sites 23,24, 26
Adding Personnel 36, 116
Additional Options for Handling Tickets on the

Planner 72
Address Select Only 9
Administrator 44
Affiliations 14
Age Groups 14
Alternate Access Method 52
Archiving 12
Assign Bus Order By 9
Auto Refresh Dispatch Board 9
Auto Schedule Mode 78
AutolLoad 39
Automated Scheduling 40

B
Batch Schedule 84
Blocked Rerun Trip Code 9
broker 47
Brokering Transportation 47
buddied 89
Buddies 89
Bulletin Board On 9
Buses 40

C
Calculate Mileage/Time 11
Calculate Odometer/Time with GIS 12
Change Status 50, 51
Change the intervals for viewing trips 72
Changing Age Groups 14
Check Permit Status 60
Choosing the Output Information 101
City 23
Client Attributes 4,14, 18
Client Icons 23

Client Note
Client Status
Clients
Coloring Trip Tickets
Conflict Check
Consolidate Addresses
Deleting Addresses
Consolidating Addresses
Adding Addresses
Contacts
Contacts & Contributors
Contacts and Contributors
Contributors
Cool All Tickets
Correcting Addresses
Create A New Day Schedule
Create no Reruns
Creating a Day Schedule
Creating and Editing Trip Tickets
Custom Lists Configuration
Customized Lists
Customizing
D
Data to Complete Bus Worksheets
Database Connection
dblList
Default Geo-code State
default information
Defining the Query
Delete Old Bulletin Board Messages
Delete Old Day Schedules
Delete Trips
Deleting Addresses
Deleting addresses can corrupt the database
Deleting Clients
Deliver/Suspend Trips
Determining Your Software Version
Dispatch Board
Display Trips
Downloading from the Mobilitat Website
Driver Manifests
Driver Qualifications
Drivers
Drop-Off Address
Duplicate Addresses
E
Easy Rides Security

18
14
33
76
84
27, 31
31
31
31
14
14
14
14
52
33
78,79
61
61
54
10

40
78

18
101
12

12

96

34

29

20
78,79

34, 64
78

34
36
36
33, 53
31,33
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Easy Rides Training Videos
Easy Rides User Security
Edit Delivered Trips
Edit Odometer Time
Editing Addresses
Editing Clients
End Service
Ethnic Codes
Event codes

F
Fare Type Options
Fare Types
Find A Trip
Frequent Addresses
Funders

G
Global Options
Global Options Autoscheduler
Global Options Configuration
Global Options G.I.S.
GoTo Meeting
Grouping Tickets

H
Hardware Requirements

I
Ignore list of suppressed/expired/locked
Import Tickets
In Service
Information for Users
Installation Setup
Installing Easy Rides
Installing Easy Rides Backup
Installing Easy Rides Client
Installing Easy Rides Server

J
Jurisdiction
Jurisdictions

K
Keep Easy Rides On Top
Key Words

L
Landscape — Active Intervals
Landscape — Fixed Intervals
Landscape — Stops Manifest
Landscape 2 — Active Intervals
Landscape 2 — Active With Header
Landscape 2 — Fixed Intervals
Landscape 2 — Fixed With Header
Landscape 3 — Fixed With Header

122
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94
95
29
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49
14
37

46
46
78,79
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10
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89

61
78,79
50
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23
26

86

113
114
116
114
115
114
115
115

Launching EasyRides
List Locked Out Clients
List Rerun Trips
Log Vehicle Odometer/Time
Logging Mileage and Time
Logging Odometer and Time
Long Term Subscription Trips
Long-Term Reruns

M
Make All Scheduled Tickets Hot
Manifest Intervals
Mappoin
Mileage/Time
Mobility Manager
Monthly Rides Report
Moving Tickets
Moving Trips From One Route To Another
MS Access

N
NA

0
Operational Change of Day
Optimized Refresh
Order
Other Menu Bar Items
Other Route Options

P
Paid Drivers
Personnel Qualifications
Pick-Up Address
Pick-Up Performance
Place Names
Planner Board
Point-To-Point Time Estimate
Portrait — 2 Column Client name
Portrait — 2 Column Pickup Time
Portrait — Page Width
Portrait — Page Width With Header
Portrait — Page Width With Headers 2
Portrait - Page Width With Signature
Portrait — Page Width Without Directions
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R
Rate Types
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59
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86
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47
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52

37
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110
110
111
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78

47
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Funders
Remove Route for Today
REQUIRED
Required Fields
Reruns
Reset Open Schedule Counter
Revenue and Non-Revenue
Review Client Entry Dates
Review Client Last Trip Dates
Review Suppressed Reruns
Ride Reminder
Ride Reminder Configuration
Rides Analyzer
Route Assignments
Route Auto Load & the Dispatch Board
Route Parameter Replication
Routes

S
Sample Client Information Sheet
Sample Manifests
Sample Personnel Data Collection Sheet
Scheduled time alteration notice
Scheduled-Time Altered List
Secondary Funders
Selector Tool
Service Boundaries
Setting Up the Easy Rides Database
Short Term Subscriptions
Short-Term Rerun Days
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99
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Show check-list of suppressed/expired/locked- out

Reruns
Show Quit Confirmation
Show Whole Ticket
Show/Hide Routes
simply show checklist of all Reruns
Site
Software Updates
Status
Step Schedule
Subscription Trips

61

9

86
78,79
61

23

84
57

Subscriptions
Sub-set Optimization
Suppress a Rerun

T
Telling Time While Dispatching
Ticket Defaults
Tools Menu
Trip Code Reasons
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Trip Note Color Buttons
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Trip Tickets
TripCode

U
Understanding Easy Rides Geography
Understanding the AutoSchedule Menu Bar
Understanding the Icons
Understanding the Menu Bar
Understanding the Options Menu Bar
Understanding the Screen
Understanding the Tools Menu Bar
Understanding the Trip Tickets Menu Bar
Update Rerun Addresses
Use ‘NA’ as 2nd leg default route
Use Today as Ticket Default
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w
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Z
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