When you log on,
you will see your
“dashboard” view
first, including a
long list of available
rides. You can also
click on the
“Calendar” tab and
view the rides in a
weekly or monthly
calendar format.

NAVIGATING THE RIDE SYSTEM

The DASHBOARD list
will default to the
first 60 open rides,
which only really
covers about a week
on our schedule. If
you click on the
arrow next to the
“showing 60 of #” the
list will expand to
show ALL the rides
we have on the
schedule for months
in the future.

Click on the blue “Day/Date” to open up the ride and see more details about the ride, including
client notes about vehicle restrictions, walker/no walker, etc., as well as notes about the trip itself.

When the trip “REQUEST DETAILS” opens, you can see more details, read all the client notes, trip notes, and destination
notes to see if the ride is a good fit for you. You can also view the map, on the bottom of the box, to get a google map
view of the trip. The orange dots also show you the trip parts, but be sure and click on “complete” to see all the parts of
a round trip. If the trip will work for you - click the green “Yes, I want to volunteer” button on the left side of the screen.

The trip will be “Pending” until we assign it to you from the office, then it will show up on your dashboard under “My
Scheduled Requests” as ASSIGNED to you. If you volunteer online for a ride during regular business hours, you should
get a confirmation of the trip shortly after you hit the “Yes, I want to volunteer” button; if you are choosing rides in the
evening or on the weekends, there might be a delay in when you receive your confirmation email.

After volunteering for the trip, we will send you a confirmation and the ride will now show up at the top of
your dashboard under “My Scheduled Requests”. Click
on the “Day/Date” to open up the details, so you can
get the phone number for the client to confirm the
ride, review the details, see the map, etc.

Make sure you know if the trip is a one way TO or FROM a destination,
or if it’s a round trip. If it’s a round trip, be sure and click on the
“Complete” in the middle of the gray boxes above the orange dots that
represent each leg of the trip.

The little blue “i” next to the client’s name is
a link to a picture of the client - important if
you are providing the second half of a split
trip and need to know who to look for.

On the left side, you
can click on “Confirm”
to let us know that
you have spoken to
the client and all is set
for the trip.

You can leave a “Driver Note” (i.e. “having
trouble reaching the client”, etc.). You can use
the GREEN “Successfully Completed” button
to close out the trip, put in your volunteer
time, and any other feedback on the ride/
client. If the client no longer needs the ride,
please hit the RED “Notify Office of Client Cancellation” and leave a note for the reason if
you know. The YELLOW button will remove
you as a driver if something comes up on your
end and you are no longer able to do the ride
(but the client still needs the trip).

Client notes (mobility information, vehicle restrictions, variations on
pick up time, etc.) will be listed, as well as trip and destination
notes. To see a map of the trip area, click on the blue map button.

Please remember to call your client before the trip, at least
the day before and preferably earlier if you sign up in
advance, so they don’t worry about their request.
The notes about the clients, their mobility, specific needs,
etc. are important and can make a difference in a ride being
successful for both the senior and the volunteer, so please
read ALL the notes before choosing a ride.
Please let us know if you have any questions at all about navigating the system. We are happy to help by phone, email, or
in person anytime, so feel free to contact us if you need help.

Carla or Sue
512-250-5021 or rides@driveaseniornorthwest.org

