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Appendix C - How HHUP VILLAGERIDES Works 

 

Thank you for volunteering to drive or help older adults and individuals with disabilities in 

your community!  This is an overview of the most common steps you’ll need to take with 

every service request.  It does not cover every circumstance, so please feel free to contact 

your Coordinator with any questions. ( Coordinator: 301-892-6636 Email: 

HHUniversityPark@gmail.com).  

We have adapted Village rides to cover services too – but the screens say Rides 

instead of Rides and Services.   

1. You will receive occasional emails from the HHUP Coordinator, highlighting 
some of the ride and service requests that are available. At times, emails are 
sent to relay important organization information to volunteers.  Please, 
consider these emails time-sensitive, and open them as soon as you receive 
them. 

2. Get into a rhythm of logging into VillageRides.org several times each 
week to check the RideScheduler program for available ride or service 
requests, to review your appointments, and to update your ride/mileage 
report as needed. 

3. Whether from within the RideScheduler program, or from within an email, 
simply click “Accept” to accept a ride or service request.  

4. You will receive a confirmation email, containing the details of the ride or 
service you have just committed to provide for HHUP Member(s). 

5. Call your Member to confirm the details of the ride/ service request as 
soon as it is feasible. 

6. Enter the ride or service request details into your personal calendar, including 
a reminder to call your Member the day before the appointment, to confirm 
once more. 

7. For rides, call the rider the day before the trip. Inquire about parking at the 
destination and remind them to bring cash or a credit card for any parking fee. 

8. For rides, prepare for your ride by making sure you have gas and your car is 
“passenger ready”. 

9. Leave your home a little early, so you can be on time. 
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10. When greeting your Member, take a moment to ask the following routine 
questions: 

 How are you today? 
 
If you are providing a ride:  
 

 Do you have your wallet or purse, keys, cell phone, and 
glasses? 

 Would you like to bring water with you? 
 

11. Relax and enjoy the experience! 

12. After the trip or service, if there were any alterations to the appointment (time 
of volunteer service, additional trips, or increased miles driven), log into 
VillageRides.org and make the appropriate adjustments in your Mileage 
Report. 
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Logging in 

New Volunteer Drivers receive an email from RideScheduler after the completion of their 

training.  This email will include your login credentials.  

VillageRides.org 

Username 

Temporary Password   

When you log in, this is what you should see: 
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If you cannot log in 

Since hundreds of Volunteer Drivers log in to RideScheduler daily, when something actually 

goes wrong they typically know about it pretty quickly.  If you try the few things below and are 

still stuck, please call the HHUP coordinator (301-892-6636). 

It is not complicated but there are a few things to check.  

 

Are you on the correct website?   

 

Are you trying to log onto another website or login prompt?  Are you trying to log onto your 

email account instead of the RideScheduler website, for example? 

Do you see the VillageRides logo?  Do you see the flashing squares? 
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When you were unable to log in, did you receive this prompt?   

 

 

Read the message and verify it matches what you see here.  If it does not match exactly, you 

are not on the correct website. 

 

If you are on the correct website, call your Village Ride Coordinator 

 

They can log into the website and check to see if your account is active and if you have the 

correct username and password and can make any needed changes. 

 

 

 

Correct username and password? 
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Remember, passwords are case-sensitive. 

In the example below one must type in a capital "S" in the password, but not in the username. 

 

  

Ride/ Services Display Formats           

Rides and services can be displayed in four formats; Table, Month, Week and Day.  Each 

method of displays the same set of rides but in a different format. To change the view, click on 

the desired option at the top of the page. 

Table View of Rides  

Available Rides   
 

   
  
 

 

0 
Ride 

 
Date 

 
How 
Long 

 
Round 
Trip? 

 
Rider  

  
 -Show  All-

 

 
Comments 

 
Pickup Address  

  
-Show  All-

  

 
Destination Address  

  
-Show  All-

 
 

1 

                        
10

 

 
The table format is a tabular display of the requests, with the rides that occur the soonest or 

the one that is happening next at the top. 

The Table format divides a ride or service request into multiple sections: 

 

0 
Ride 

 
Date 

 
How 
Long 

 
Round 
Trip? 

 
Rider  

  
 -Show  All-

 

 
Comments 

 
Pickup Address  

  
-Show  All-

  

 
Destination Address  

  
-Show  All-

 
 

1 
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10

 

(You can change the number of rows shown in the table by clicking on the box at the bottom 

right of the page.) 

 

A sample and enlarges sections of the sample follow. 

 

Partial view – left side of screen 
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Partial view –right side of screen 

 

 
1. Accept  

 

The first column on the left of the Rides Table is where you click to Accept a ride or service 

request.  

2. Number of Available Rides/Service Requests and Details 

Hovering over the number at the top of the column will show the total number of available 

rides, taking into account round trips and extra stops. 

 

  

In the column underneath this Table Header, you can hover over or click on Details for a quick 

view of all the information for a particular ride or service 

3. Date 

 

The Date section shows the day and pick up time for a ride or service request start time. Ride/ 

service requests that are in RED indicate requests upcoming in the next 24-72 hours (varies by 

organization) and are therefore urgent requests. 
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4. How Long 

 

This column shows the estimated time needed to complete the ride or service.  The amount of 

time listed in this column is only a best guess by the HHUP Coordinator.  

5. Round Trip? 

 

The Round Trip?  section denotes whether the ride is round trip or one-way.  SERVICES ARE  

ONE-WAY 

 

6. Rider 

 

The Rider section shows the name and contact information of the HHUP Member. 

 

7. Comments 

 

Here is where you will find information about any special needs of the Member or extra 

information about the ride or service. Take the time to read them before accepting a request.  

You may find important information that helps you to make a decision whether or not to accept 

the request. 

8. Pickup or Service Address 

 

This section contains the name and address of the pickup or service location.  You may click on 

the address for a 360° satellite view of the location. 

9. Map 

Click on the green arrow map icon to open a Google map that provides you with directions from 

your home to the Member’s home, and to the destination location (or even to multiple 

locations) as appropriate. 

10. Destination Address 

 

For rides, this section contains the name and address of the destination location. You may click 

on the destination address for a 360° satellite view of the location. 
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11. Selection 

 

The column on the far right allows you to select multiple rides, for the purpose of mapping 

multiple trips. 

Month View of Rides  

 
 

 

Previous month «   This month    » Next month  

Sunday 

September 

Monday Tuesday Wednesday Thursday Friday  Saturday 

 

 

1 2 3 4 5 6 

7 

 

 

 

8 9 10 11 12 13 

14 

 

 

 

15 16 17 18 19 20 

21 

 

 

 

22 23 24 25 26 27 

 

 

 

 

 

 

 

Tip: You can right click on an entry to view details of the ride or service, as in the text box 

above.  

Driver:  

Rider: Ima Neldor   Day: 301-5555-5555   Evening:    Cell: 240-555-5555 

Date: 9/21/2015 Time: 12:30 PM 1:45 PM 

Duration: 1.75 hr 

Comment: This is first-time visit to new doctor. Ms. Neldor thinks this 

initial visit might require only 30 minutes. 

Pickup: Home 2222 Rider Avenue , Elderville, Md, 20333 

Destination: 5555-100th Street , Senior City, MD, 20999  

Round Trip: Round Trip 

 

javascript:dpm.commandCallBack('previous');
javascript:dpm.commandCallBack('this');
javascript:dpm.commandCallBack('next');
https://villagerides.securescheduler.org/Appointments/Rides.aspx?p=Available
https://villagerides.securescheduler.org/Appointments/CalendarMonth.aspx?p=Available
https://villagerides.securescheduler.org/Appointments/CalendarWeek.aspx?p=Available
https://villagerides.securescheduler.org/Appointments/CalendarDay.aspx?p=Available
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Table of Volunteer’s Accepted Requests 

 

Rides for Volunteer Driver 
 

   
  
 

Show  Past Appointments
 

1 
Ride 

Un-
Accept 

 
Date 

 
How 
Long 

 
Round 
Trip? 

 
Rider  

 
Comments 

 
Pickup 

Address   

 
Destination 

Address  
   

Details 

Un-

Accept 

Tue 

Dec 

31  

Time: 

11:00 

PM  

 

0.5 

hr 

One 

Way Pa Senger 

Mr. Senger will be 

in a tuxedo for the 

bŜǿ ¸ŜŀǊΩǎ 9ǾŜ 

ǇŀǊǘȅΦ  LŦ ǘƘŜǊŜΩǎ 

snow, please 

remind him to wear 

his rubber boots 

over his dress 

shoes. 

 Senior 

Center  

555 Fun 

Street, 

Best 

Town 

55555  

301-555-

5555 

 

 Home  

555 Great 

Neighborhood, 

Best Town   

55555 

240-555-5555 

  

1 

                        
10

 

 

1. View Accepted Rides and Service Requests 

From the Home page, select “My Appointments”.  This is your reference page for your 

upcoming commitments. 

2. Un-Accepting Rides or Service Requests 

If you find you cannot keep an appointment, select Un-Accept from the second column. This 

will open a dialogue box, so that you can write comments to the HHUP Coordinator. Once 

submitted, the ride or service request immediately becomes available again so that someone 

else can fulfill the request. 

 

javascript:__doPostBack('ctl00$iframe$table$AppGrid$ctl03$Details','')
javascript:__doPostBack('ctl00$iframe$table$AppGrid$ctl03$Cancel','')
javascript:__doPostBack('ctl00$iframe$table$AppGrid$ctl03$Cancel','')
http://maps.google.com/maps?q=1420+Spring+Street+Silver+Spring+Md+20910
http://maps.google.com/maps?q=1420+Spring+Street+Silver+Spring+Md+20910
http://maps.google.com/maps?q=1420+Spring+Street+Silver+Spring+Md+20910
http://maps.google.com/maps?q=1420+Spring+Street+Silver+Spring+Md+20910
http://maps.google.com/maps?q=1420+Spring+Street+Silver+Spring+Md+20910
http://maps.google.com/maps?q=1420+Spring+Street+Silver+Spring+Md+20910
http://maps.google.com/maps?q=1420+Spring+Street+Silver+Spring+Md+20910
http://maps.google.com/maps?q=34+Philadelphia+Avenue+Takoma+Park+MD+20912
http://maps.google.com/maps?q=34+Philadelphia+Avenue+Takoma+Park+MD+20912
http://maps.google.com/maps?q=34+Philadelphia+Avenue+Takoma+Park+MD+20912
http://maps.google.com/maps?q=34+Philadelphia+Avenue+Takoma+Park+MD+20912
http://maps.google.com/maps?q=34+Philadelphia+Avenue+Takoma+Park+MD+20912
http://maps.google.com/maps?q=1420+Spring+Street+Silver+Spring+Md+20910
http://maps.google.com/maps?saddr=12320+Parklawn+Drive+Rockville+MD+&daddr=1420+Spring+Street+Silver+Spring+Md+20910+to:34+Philadelphia+Avenue+Takoma+Park+MD+20912
http://maps.google.com/maps?q=34+Philadelphia+Avenue+Takoma+Park+MD+20912
https://villagerides.securescheduler.org/Appointments/control/AppOutlookHandler.ashx?id=11118
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3. Review your Rides and Service Requests 

The Show Past Appointment button is on the upper left corner, above the Table. Here, you can 

see rides and services you’ve provided in the past.  This is useful, for example, if you are trying 

to remember details about a member you’ve worked with in order to help you decide if you can 

accept a current request. 

4. Ride Reminders 

An email reminder is sent in the morning, the day before a ride or service request is scheduled. 

Drivers can opt to receive a text or phone call reminder which is sent the night before a request 

is scheduled.  
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Table of Driver’s Mileage 

Mileage Reports 

Statistics are very important to the continuation of our organization. You should know that 

aggregate Mileage Reports will be run by the VillageRides Coordinator and HHUP. However, 

your personal records will remain confidential.   

It is important that you provide the actual mileage traveled and time spent in the service of 

your Village shortly after you have completed the task. It is easy to create your mileage reports 

using the mileage provided by the Google Maps function you used to map out directions for the 

ride.  

Mileage Report <<
               

 - All Drivers -
   

>>
 

Begin Date 

09/01/2015
      

End Date 

09/16/2015
  

Apply Dates
 

Save View  Report
 

 

Date 
Name of 

Driver 
Name of 

Rider 
Pickup 

Location 
Destina

tion 
Round 

Trip 

# of 
Extra 
Stops 

# of 
Extra  
Pass- 

engers 

Total 
Time 

Odo 

meter 
Start 

Odo 

mete
r End 

Total 
Miles 

Tue 

Sep 15  

Time: 

8:30 

AM  

 

Joy 

Giver 

Maya 

Elder 
Home  

Senior 

Center 

One 

Way 

0

 

0

 

         

         

         

         

         

         

         

         

         

 

.5 hr

 

0

 

0

 

0.00

[2] 

Totals               
 

    
 

Save
 

View  Report
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1. From the Main Menu, select Mileage Reports.  

2. If you provided one or more side-trips during the ride, enter this in the column “# of 

Extra Stops”.   

3. The Coordinator originally estimated the time it would take to provide the ride.  Please 

update the column “Total Time” to reflect the actual time spent, from when you picked 

up to when you dropped off your rider. 

4. Next, input the number of miles you drove while providing the ride in the column titled 

“Odometer End”.  Mileage reported begins and ends where you pick up and drop off 

your rider.  

If you did not previously map out extra stops using Google Maps, do so now to obtain 

the total miles for the ride, or simply get into a practice of jotting down your mileage 

from your odometer. 

5. When finished, click the “Save” button to submit your mileage report to the 

coordinator.   

6. You may also use this feature to document volunteer service mileage that may ease 

your personal tax burden.  

NOTE: To maintain integrity in the ride database information, your Mileage Report can be 

updated for a limited time, specifically the prior month after a ride, up to the 15th of the 

current month. As an example: On Feb 12th, you can update your rides for all of January and 

Feb 1 through Feb 15. On Feb 18th, you can update your rides for Feb 1 through Feb 18. 

Confusing? Update your information within the month! 

 

RideScheduler Volunteer Driver Training Videos 

Part 1: Accept A Ride and Use Google Maps 
http://bit.ly/1oCD0ar 

Part 2: View Assigned Rides, Cancel a Drive, View Mileage Report 
http://bit.ly/1N97kQd 

  

http://bit.ly/1N97kQd
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VILLAGERIDES INCIDENT REPORT 

1. Driver Name:  _____________________________________________________  

2. Date of Incident:___________________________________________________  

3. Time of Incident:  __________________________________________________  

4. Location of Incident:  

5. Name of Member/s Involved: 

6. Address: 

7.  Phone #: 

8. Car Seat or Booster Seat in Use?   _____________________________________ 

9. Name & Phone Number of Witnesses to Incident: 

Phone: 

Phone: 

Phone: 

10. Were the police involved?     

10a. If yes, Provide the Name of Police Official and Accident Report Number:  

11. Explain in Detail:  ______________________________________________________  

12. Volunteer Driver Signature: ____________________________   Date:  
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http://www.accessjca.org/

