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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.

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

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

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

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

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.

. 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.

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

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
guestions:

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

¢ Do you have your wallet or purse, keys, cell phone, and
glasses?
e 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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RideScheduler=:>>

Volunteer Transportation Made Simple.
Logging in

New Volunteer Drivers receive an email from RideScheddier the completion of their
training. This email wilhclude your login credentials.

VillageRides.org
Username
Temporary Passwdr

When you log in, this is what you should see:

Welcome
Volunteer

Driver

Appointments

AAvailable

: . -—.?~‘ m
72 MyAppointments ¢ &
AMileage Report “‘“B
s =R

(¢h ﬂ—r-—' /ﬁ.((/;ﬂfél,//

My Info
D'Change Password

X Logout

Contact Info

__JContact the
coordinator

LfCommunity Resources
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If you cannot log in

Since hundreds of Volunteer Drivers log irRideScheduler daily, when something actually
goes wrong they typically know about it pretty quicklyyou try the few things below and are
still stuck, please call the HHUP coordina@0%892-6636).

It is not complicated but there arefaw things tocheck.
Are you on the correct website?

Are you trying to log onto another website or login prompAPe you trying to log onto your
email account instead of the RideScheduler website, for example?

Do you see the VillageRides logb® you see the fldsng squares?

Username:

Password:
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When you were unable to log in, did you receive this prompt?

J The page at https://volunteerrides.securescheduler.org says: x ‘

Invalid credentials. If you have forgot your password, use the Forgot
_’ Password link.

DLV EN SR e st@mistake com
Password:

pmel enter

Fe

Read the message and verify it matches what you see Héedoes not match exactly, you
are not on the correct website.

If you are on the correct website, cgthur 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.

YT Incude 'Accept’ button in emails

Correct username and password?

sallyjones@comcast.net Sally77709
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Remember, passwords are casnsitive.

In the exampldelowone must type in a capital "S" in the password, but not in the username.

Password

sallyjones@comcast.net Sally77709

: 1]Day | 7]Week 3i]Month i Table .

Ride/ Services Display Formats

Rides and services can be displayed in four formats; Table, Month, Week anEdzdy.
method of displayshe same set of rides but indifferent format. To change the view, click on
the desired option at the top of the page.

Table View of Rides

Available Rides (1] Day  [7] week 31 Manth [ Table l

Q HowRound Rider Pickup Address Destination Addres{—
RidgDate | Trip?| | -Show Al | Comment | show Ak v|| | -show A~
1
o ]
o top

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 mtdtiple sections:

Q HowRouna Rider Pickup Addresg Destination Addres—
RidgDate Long Trip? | -Show Al j Comment | -Show Al j | -Show Al j
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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.

Available Requests | [@Dsy  Flwesk Gfmonh HiTaoe |

How Round _ Member Request
RS et Long Trip?  -Show All- ¥ Type
Mon Jan 22 Ride:
Accept] Details [Pick Up: 9:00 AM| 6 br |Foundflensy Ford | el
Trip 887-1234
Appt
Wed Jan 31 Service:
Accept] Details Pick Up: 5:30 PM | 2 hr Minor
Appt repairs
Tueeb s Ford Service

Accept Details Pick Up: 5:33 PM | 4 hr

Appt 12:00 PM §87-1234

Comments

Multiple stops requested including the drug store, grocery store and Social Security.

Change light bulbs and smoke detector batteries

Windows based computer is runniag slow and has pop ups selling PC fixes. Probably infected withg

Computers virus or malware.

Partial view- left side of screen

Available Requests j/Tpay, /7] week

31 Month | Table l

Pickup Address

-Show All- ¥
# Home
6724 Baltimore Ave . University Park |+° &~ Social Security Administration

37401 Forbes Blvd , Lankam 20706

+ Home

24 Baltimore Ave | University Park

Destination Address
-Show All- ¥

sity Park |35

301-887-1234
+ Home + Home

6724 Baltimore Ave . University Park |+=

3
How Round  Member Request
Requests Date Long Trip? || -Show All- ¥ s Comments
Mon Jan 22 Round Henrv Fard Ride: "
Accept] Details Pick Up: 9:00 AM| 6 hr Tri .2 ,.I':‘ 3871234 Perzonal Moultiple stops requested including the drug store, grocery store and Social Security. t
Appt: 0 et o
Wed Jan 31 One [ Service: "
Accept] Details Pick Up: 5:30PM | 2 br War Minor  (Change light bulbs and smoke detector batteries t
Appt: - repairs N
Tuefens One Henry Ford Service: |Windows based computer is running slow and has pop ups selling PC fixes. Probably infected withg .
Accept| Details Pick Up: 533 PM |dhr| o0 Deay=ere " P £ popLp & : ¥ e [
Way P:301-887-1234 | Computers virus or malware.

Appt: 12:00 PM
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Partial view—ight side of screen

Pickup Address Destination Address
-Show All- ¥ -Show All- ¥
I“:' Home
6724 Baltimore Ave | University Park &k I“} Social Security Administration
20782 7401 Forbez Blvd , Lanham 20706
301-887-1234
I) Home I‘) Home
6724 Baltimore Ave | University Park (6724 Baltimore Ave , University Park
20782 B20782
301-887-1234 301-887-1234
r) Home I‘) Home
6724 Baltimore Ave | University Park 2 (6724 Baltimore Ave , University Park
20782 Ed207s2
301-887-1234 301-887-1234
1. Accept

The first column on the left of thRides Table is where you clickAacept 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.

Rid e How Round
12771 Including Return Trips. Mot Including 1792 Extra [’
Stops. dEilee

m T T . o =

Deta " Tnp 858°

Ly ) I

In the column underneath this Table Header, you can hover over or clibktails 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 startitiee. R

service requests that are RED indicate requests upcoming in the next-Z2 hours (varies by
organization) and are therefore urgent requests.
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4. How Long

Thiscolumn shows the estimated time needed to complete the ride or servite amount of
time listed in this column is only a best guess by the HHUP Coordinator.

5. Round Trip?

The Round Trip3ection denotes whether the ride is round trip or em&y. 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. Takeettime 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 sergagdon. 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, oaultgplet o t he de
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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Thecolumn on the far right allows you to select multiple rides, for the purpose of mapping
multiple trips.

Month View of Rides

! 1] Day [7]week 31 Month  EZ Table l
Previougnonth « | [Thismonth| [» Nextmonth
Sunday | Monday | Tuesday] Wednesday| Thursday Friday Saturday
September
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
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

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

above.
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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
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Table of Volunteer’s Accepted Requests

Rdes for Volunteer Driver

i 1]Day  7]week SiMonth i Table |
Show Past Appointments
1 Un . .
. HowRoun(¢ . Pickup Destination
Ride |Accep DateLong Trip? Rider Comments Address Address
Mr. Senger will bes~ Senio
Tue in a tuxedo for thg Center 2 Home
Dec bSé , SI I555Furn E5E Great
31 LI NI & o Street, .
SUn | 0.5| One #|Neighborhood__
DetallsACCe Time hr | Wa snow, please Best Best Town
p11:0( ypa SengEremind him to wea Town 55555
PM his rubber boots| 55555
. 240-555-5555
over his dress |301-555-
shoes. 5555
1
‘ 10
o top
1. View Accepted Rides and Service Requests
Fromt he Home page, select “My Appointments

upcoming commitments.

2. Un-Accepting Rides or Service Requests

If you find you cannot keep an appointment, selectAticept from the second column. This
will open a dialogue bq 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.

Helping Hands UP Volunteer Manual v1.1 05 2018
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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 thon is on the upper left corner, above the Table. Here, you can

see rides and services you’'ve provided in the
to remember details abouta membgrou’ ve wor ked with in omder tc
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 remagonfidential.

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 Mamsction you used to map out directions for the
ride.

Mileage Report << | - AllDrivers - ~ >

Begin Date End Date
09/01/201E ‘ 09/16/201E Apply Dates

Save | View Report

sof | Fof Odo | Odo

Date Name of | Name of | Pickup |Destina | Round Extra Extra | Total Total

Driver | Rider | Location | tion Trip . Pass- | Time | meter | mete | Miles

el engers Start | rEnd

Tue

Sep 15

Time: | Joy Maya Home Senior | One || o || o o o || 000

8:30 Giver |Elder Center | Way [2]

AM

Totals ’_ l—-_

Save | View Report

L.g
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1. From the Main Menu, select Mileage Reports.

2. If you provided one or more sieleips during the ride, enter this in the colunfi# of
Extra Stops” .

3. The Coordinator originally estimated the time it would take to provide the ride. Please
updatet he c ddtalimime” “t o ref |l ect tflomwhecywpxchked t i me
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 anchds 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 finiske d , ¢ ISave’k btuhtet on t o submit your mileag
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 informationuydMileage 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 caratggour 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/1oCDOar

Part 2: View Assigned Rid€ancel a Drive, View Mileage Report
http://bit.ly/IN97kQd
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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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Acknowledgements

This document is adapted from théllageRides volunteer training manuaVillageRides is a
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Parklawn Drive, Rockville, MD 20852
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