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WELCOME TO ACHD COMMUTERIDE

1. ACCESS REPORTING THROUGH WEBSITE
https://commuteride.rideproweb.com

* Please note that this date is a temporary
website address, and it will be updated.

2.LOGIN

You will be redirected to a screen prompting
you to review the route, schedule, and roster
information on file for your group.

If any changes need to be made,
please contact the Rideshare Team at:
commuteride@achdidaho.org.

Please do not proceed with your monthly
report until the necessary changes have
been made by the Commuteride Staff.

Please make sure the route and the stops
S i o are correct and assigned correctly to the
- 2 : : : riders listed.

: Once you've reviewed all your vanpool information,

¥ il LI at the bottom of the page select “ | confirm that

o L SR, all of the information above is correct about this
- = route,” then click “Submit.”

www.commuteride.com
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3. LOGGING RIDERSHIP

e
Switch Roles Home Myinke FindReport MNewBRepod Mailenonce  Help  Docsments og Ot

RIDERSHIP FOR TUESDAY 1/9/2024

VANPDROL: V00337 - RAMPA TO GARDEN CITY

o
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You will be directed to fill out ridership for the current date.

Check off the rides each person on the roster took for that single day, as seen
in the image above.

The expected distance and time for the trips to work and from work are shown at the
top. If this day’s trips were longer or shorter, please update the distance and/or time.

There are two check marks by each person’s name:
*« One for a ride in to work, and one for a ride home.
* You have the option to select or deselect all the checks by clicking “Toggle All.”

*Additionally, you will need to indicate which person(s) were driving on that date.
If more than one person drove one any given trip, you should check each one that
did drive.

Push “Save Ridership” to save the information. You will be redirected to the monthly
calendar.

www.commuteride.com
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4. LOGGING MONTHLY RIDERSHIP

Select a day to enter/edit
ridership information, and RIDERSHIP FOR JANUARY 2024
you WiII be directed to a Screen — — . VANPODL: YO3I37 - NAMPA TD GARDEN CITY
prompting you continue to log .
the ridership for the day.

ot oy
cou“uf;q.p; wochRoles  Homs Myl Findiapon  Newlspon Moimeeonce Halp  Documents iog O

Once you enter the ridership
for a particular date, you may
use the “save and go back”

or “save and continue” to save
your data and move to either
the previous or the next date.

5. MONTHLY REPORTING BUTTON

On top left of the screen is the
“Monthly Reporting” Button.

You can access:
 Find Report
» Ridership
* Non-Revenue Trips
* Vehicles
* Submit
* Review Route and Roster
 Ridership Search

www.commuteride.com




ACHD | COMMUTERIDE

6. LOGGING ADDITIONAL TRIPS

Trips taken by a driver for non-commuting purposes are called additional trips.
These trips may include traveling to fuel the van, deliver the van to the maintenance
shop, and travel to wash the van.

Additional trips are also recorded for incidental use trips (see full Vanpool manual
for details) and should not exceed 10 miles per month without approval from
the Commuteride Rideshare Team.

To add an additional trip, click on the “Add Trip” button

nstern@achdidaha org
| ACHD I COMMUTERIDE Swilch Roles Home Mylinfo  FindReport MNew Report  Maintenance Help Documents Llog Out

NON-REVENUE TRIPS FOR JANUARY 2024

VANPOOL: V00337 - NAMPA TO GARDEN CITY

Add Trip

Trip Start / End Start / End
Vehicle Purpose Date Odometer Miles

= ACHD 344 Purchase Fuel 1/16/2024 18566 1 =

T150

astam@achdidabo.org
| Help Documents Log Out

| ACHD I COMMUTERIDE Switch Roles ADDATRIP

. ~
e 2021 T150 ID: 344

Purchase Fuel
Trip Purpose

Start Date
End Date

Start
Odometer ———

End
Odomster ——

www.commuteride.com
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7. VEHICLE USAGE OR SPARE VAN

nstem@ochdidaho org
|A(:\ D I COMMUTERIDE | Switch Roles VEHICLE SEARCH ) Help Documents eLDQDUI

Vehicle 1¢ 344 License

Make | FOd v Model

Search:

Vehicle +  License

2021 1ABZATU
Ford Select

Go to the Vehicle, under the Monthly Reporting Button.
Look for your vehicle to enter in your vehicle odometer.

The vehicle odometer at the end of the last month will be copied forward to this
month as the beginning odometer reading.

If this is the only vehicle driven for the entire month, with no trips
to the maintenance shop, simply select “Edit” and enter the ending odometer
to complete the vehicle usage section.

Additional Vans: Add additional van(s) by entering the vehicle number(s) and clicking
“Search” and “Select”.

You may search and select the same vehicle more than once. This will allow you
to enter odometer readings for the same van for different date ranges.

If you were given a spare van to use while your assigned vehicle was in

the maintenance shop, please record the date range and miles of the spare van
by selecting “Search for a Vehicle” and entering the ID number of the spare
van used.

A box will come up that will allow you to enter the date range during which you used
the spare van, as well as the starting and ending odometers for that date range.

www.commuteride.com
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7. VEHICLE USAGE OR SPARE VAN (CONT.)

Enter the end odometer of your assigned van BEFORE driving to the maintenance
shop and AFTER returning from the shop. This is true for both regular and spare
vans. The miles between the shop and your location should not be recorded

as commuter miles.

You will need to record two date ranges and odometer readings of the regular
assigned van. In the example below, entries for the assigned are van are recorded for
the dates of the 1st to the 9th and another range from the 10th - 31st because the spare
van was used on the 9th and 10th.

8. SUBMIT MONTHLY REPORT

| ACHD I COMMUTERIDE | Swilch Roles Home My Info Find Report New Report Maintenancs Help Documents Log Cut

SUBMIT JANUARY 2024
YANPOOL: V00337 - NAMPA T GARDEN CITY

Commen s

Add any comments here to Commuteride Staff.

The final step of the report is to submit all the information you've entered for the
month. Select “Submit” from the monthly reporting menu bar and you will go
to a screen that has space for comments and a few final checks before you
select “Submit.”

Once you hit Submit, all your entries will be checked. If no errors are found,
the month will be closed, and you will not be able to make further changes.
You will receive an email confirming receipt of the data. You will not be able
to edit the report once it is submitted, but if you need to make a change,
contact the Commuteride Team to have the report reopened.

www.commuteride.com
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9. FINDING A MONTHLY REPORT

nstemBachdidoho.org
| ACHD I COMMUTERIDE | Switch Roles Home Myinfo  Find Report  MewReport  Mainienance Help  Documents Log Cut

FIND A MONTHLY REPORT

Vanpoal Code V00337 ¥

Slart Month January ™ Starl Year 2024 ¥
End Menth December ™ End Year 2024 ¥
Vanpool Gode/Name ManthlYear Group Leader Opened Closed
Edit V00337 - Nampa to Garden City lon F074 RidaProSanver
12024 206 PM

At any time, it might be necessary to move from one monthly report to another.
This will be most common at the beginning of a month when you might need
to close out the previous month.

To select a particular month's report, select “Find Report” from the monthly
reporting menu.

www.commuteride.com




