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The Commuter Connections Web-Based TDM System is a web based
application designed to assist Commuter Connections Staff and Jurisdiction
administrators with the day to day operations of their commuter programs. The
software offers online ride matching, car and vanpool administration, report
functions, and commuter administration.

The Software is freely available to the public and accessible from any internet
capable computer. Designated administrators of the system will be able to
perform any operations for the general public who do not have access to the
internet.

This manual is designed to assist administrators with the core functionality of the
system.

It is important to note that the look and feel of the web application is the same for
both the general public and administrators.

When the software system is deployed to each jurisdiction, all administrators will
be provided a unique login to access the TDM application. Due to the sensitive
nature of the information contained in this application, this login should be kept
secured and not given out to any other users.
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1. LOGGING IN

1. Open a browser and enter the URL https://tdm.commuterconnections.org in
the address bar and click the ‘Enter’ key.
This will be the URL administrators use to access all modules of the TDM
Software System.

2. The Commuter Connections TDM application Login page is displayed below.

3. Enter your Username and password and cIicL[ Lagin ]

HOME HELP.

WAY TO WORK

A SMARTER Questions? Call 1-800-745-RIDE (7433)

¥ QUICK LINKS WELCOME TO COMMUTER CONNECTIONS

" Announcements
° Bicydling PLEASE NOTE THE FOLLOWING:

" Senvices for Employers i
Services for Emplovers IFyou have not registered with Commuter Connections before and wauld like to

create an account, Please click the ‘Register Here' button below.
" Guaranteed Ride Home

Ifyou already have an account with us and have been using our RideMatching

- Ridesharing (CCRS - CarpoolVanpool Matching) and Guaranteed Ride Home (GRH) senvces,
please do notregister again. Your login information (user id and password) will be

* Camool sentto you shorty

" Teleworking Inthe meantime, please call 1-800-745-RIDE to use our RideMatching (CCRS)

and Guaranteed Ride Home (GRH) services or if you have any questions
* Public Transporiation

NEW USER? CREATE ACCOUNT
" Walking

o Avalid User Name and Password are required to identify and maintain the
Metwork Wember Jurisdictions. confidentiality of the information about you

Would you like to create an account? Register Here
MEMBER SIGN ON

Already a member? Please login:

Please Enter User Name 1

(User Name and Password are case sensitive)

Please Enter Password:

Forgot User Name? Please call 1-800-745-RIDE
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https://tdm.commuterconnections.org/

2. GENERAL INFORMATION AND NAVIGATION

Upon logging in the Home Page will open. On the Home Page you may select
from the following choices: System Admin, Rideshare Admin, Commuter Admin,
Pool Admin, GRH Admin, Special Events, Employer Admin, and Reports.

To access any of these, click on the desired tab. See picture below

HOME || LOGOUT || HELP
l}[lHHIlTElI w[m!luﬂ;[mHS SYSADMHM1 Welcome SYSTEM ADMIN

ASMARTER
Questions? Call 1-202-962-3333

SYSTEM ADMIN RIDESHARE ADMIN COMMUTER ADMIN POOL ADMIN GRH ADMIN SPECIAL EVENTS EMPLOYER ADMIN REPORTS

Welcome to the Comn{u{er Connections TDM Software System Administrative Pages.

By accessing these pages on behalf of your agency or organization, you agree and are being made aware of the following:

The only permitted use of information provided by any persons applying for ridematching through any client site that uses the Commuter
Connections TDM Software Systern shall be for the provision of free ridermatching services and that the confidentiality restrictions
enumerated in COG's Rules of Procedure with regards to re-distribution or copying of date will be observed

Lo

m COGITPB STAFF CLIENT MEMBERS (Please Click Here)

w A. COG/TPB staff, in administering the Commuter Connections software and database, shall:

1. Provide client members the Commuter Connections TDM Software software for ridematching purposes and provide access to the
master database for each client memhber, exceptwhen software or hardware maintenance is necessary.

2. Motify software users in advance of ahy upcoming hardware or software maintenance

3. Motify all software users when the server or rmaster d in not ible or online ication on the Comruter Connections

website in not functional

4. Staffthe 1-800-745-RIDE and 202-783-FO0L lines for a minimurn of 7152 hours per day Monday through Friday, excluding COG
holidays. An answering machine will be used to answer the telephone after hours and during staff breaks.

4. Maintain the Cormmuter Connections website ridematching application, process applications received on a daily basis, and provide
daily notifications of applications received to clients for their follow up.

6. Forward calls and hard copy applications received from the public to the local client serving the home jurisdiction of the caller.

7. Enterintothe ridematehing systern requests for ndematching received by telephone at the time ofthe call, and from applications
received by mail within 1 business day from receipt. Produce and mail or email match letters for each applicant on the following day
following applicant data entry, unless a member requests that no mailing take place

System Admin: This is for System Administrators only. The System
Administrator feature is designed with the following capabilities: Edit My Profile,
Manage Admin, Manage Login Info, Transit Requests, and Emails Log Monitor.
It also has the capability to Process Queues; New Registrants and New Special
Events.

Rideshare Admin:

e Perform ridematches
e Email or print match letters
e View ridematch history

Commuter Admin:

Add new commuters to the system

Review existing commuter information

Change user names and passwords for commuters
Add/Remove commuters from programs
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Pool Admin:

Manage pools

Add a new pool

Add/Remove members to a pool
Update pool information

GRH Admin:

Process registrants

Create trip requests

Process trip requests

Process invoices and vouchers

Special Events:

e Process new events
e Manage events
e Find event matches

Employer Admin:

e Manage employers
e Add employers
e Merge employers

Reports:

e Run reports
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3. PROCESS QUEUES

Queues can be processed from all admin roles.

1. Select either New Registrations or New Special Events. A number will be
listed in parenthesis if there items sitting in the queue.

* PROCESS QUEUES
¥ NEW REGISTRATIONS [4]“5

f

V-

2. Select the commuter or special event. In this case we are selecting a

commuter.

SEARCH COMMUTER
Select Commuter fram List:

Commuter Id:

User Name:

First Name:

Last Name:

Email Address:

Home Phone Number:

Zip Code:

Please select one -~
FITA MAGOD - GBEOS30

I JAMES - GROE1
JOHM SANDERS - 612264 %

BBOETT

] [ Back to Search

| [ Review Commuter Info
i

3. The review commuter or review event will display.

e For commuter select the appropriate status and click: Sawve Changes
and it will remove from the pending queue.

ACCOUNT INFORMATION

Commurter Id:

GRH Registration Id:
Commurter CCRS Id:
Commrter Status:
Date of Original Entry:
Diate Last Updated:

BEO0ST1
BE0E11
BE0E11

Mew Registrant
Active

| Inactive

Mews Registrant
Under Review

L [/l Shars my names with nther renistersd Deleted

COMMUTER ADMINISTRATION - REVIEW COMMUTER INFO - UPDATE MEMBER INFORMATION

e For events approve or reject the event and it will move from the pending

queue.
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4. SYSTEM ADMINISTRATION

The system administration module can only be accessed by System
Administrators.

Click System Admin tab and a menu bar displays with the following: Edit My

Profile, Manage Admin, Manage Login Info, Transit Requests, Emails Log
Monitor and Processing Queues.

SYSTEM ADMIN RIDESHARE ADMIN COMMUTER ADMIN POOL ADMIN GRH ADMIN SPECIAL EVENTS EMPLOYER ADMIN REPORTS

EM ADMINISTRATION SYSTEM ADMINISTRATION

EDIT MY PROFILE
Welcome to the Commurter Connections TDM Software System Administrative Pages.

= " By accessing these pages on behalf of your agency or organization, you agree and are being made aware of the following:

The only permitted use of information provided by any persons applying for ridematching through any client site that uses the Commute
Connections TDM Software System shall be for the provision of free ridematching semwices and that the confidentiality restrictions
enumerated in COG's Rules of Procedure with regards to re-distribution ar copying of date will be obsened

COGITPB STAFF CLIENT MEMBERS (Please Click Here)

A. COG/TPB staff, in administering the Commuter Connections software and database, shalk

4.1 Edit My Profile

This is to edit your profile only, not another commuter. For further information
on editing profiles refer to Commuter Administration section.

4.2 Manage Admin

Manage Admin allows you to search and or add new administrators to the system.
It also allows you to update admin information and credentials.

e Click Manage Admin.

¥ SYSTEM ADMINISTRATION

EDIT M*% PROFILE
' Mﬁ.NAGE IM

MANAGE LOGIN INFO

TRANSIT REGILESTS

EMAILS LOG MOKNITOR
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4.2.1 Search and Edit Admin Info

1. Enter search criteria and click

Seatch Admin

SYSTEM ADMINISTRATION - SEARCH ADMIN

SEARCH ADMIM

Admin First Name:
Admin Last Name:
Admin User Name:

Admin Type:

Admin Site Name:

ALL ADMIMNS v

COMMUTER COMNNECTIOMNS ~

Allfields can be usedto search admins

| SearchAdmin || AddNewAdmin || Clear |

2. The Select Admin page displays with a list of potential matches. Select your
desired Admin and click._Feviewadmininfo | £ your search did not

produce your desired match, click . EackiaSearch | and repeat your
search. The less information you enter the broader the search.

SELECT ADMIMN

Select Admin From The List: RAGHU CHIKKALS (COMMUTER COMNECTIONS)

ROSS EDGAR (COMMUTER COMMECTIORNS)

ROBIN BRISCOE (COMMUTER COMMECTIONS)

RIDESHARE ADMINISTRATOR (COMMUTER COMNMECTIONS)
REMEE ROBERTSON (COMMUTER COMMECTIONS)
ROBBIE WERTH (COMMUTER COMMNECTIONS)

ROBERTA JACKSOMN (COMMUTER CONNECTIONS)

[ Review Admin Info ” Back to Search ]

3. You may update admin information and credentials from this page. After
updating the information click _=ave Changes

SYSTEM ADMINISTRATION - UPDATE ADMIN

UPDATE ADMIMN INFORMATION
Admin First Name:
Admin Last Name:

Admin User Name:

UPDATE ADMIN CREDEMNTIALS
Admin Status:

Admin Type:

Admin Site Name:
Admin Jurisdiction:

RAGHU

CHIKEALA
rehikkala32i

Active v
RIDESHARE ADMIN v
COMMUTER COMMECTIONS »

FAIRFAX COUNTY RIDESOURCES hd
Assign only if jurisdiction hased commuter registration processing is reguired.

[ Sawve Changes H Cancel Changes ][ Back to Search

4. Click  BackinSearch o return to search page.
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4.2.2 Add New Admin
1. Click Add Mew Admin

2. Complete all fields and click __“reste New Admin

SYSTEM ADMINISTRATION - CREATE NEW ADMIN

ADMIN INF ORMATION

Admin First Name:

Admin Last Name:

ADMIN ACCOUNT INFORMATION

Admin User Name: Exarnple: jahnDoe1

Password: Mustbe 81012 alphanumetic characters. Example:
doedjohn

Confirm Password: " Must be same as Passward

Password Recovery Ouestion: Please Select One o *

Password Recovery Answer:

ADMIM CREDEMNTIALS

Admin Status: Active *

Admin Type: FPlease select one hd

Admin Site Name: COMMUTER COMMECTIOMS v|*

Admin Jurisdiction: COUNCIL OF GOVERMMENTS -

Assign only if jurisdiction based commuter registration processing is required.

3. A confirmation displays showing the Admin was created successfully. You
will need to manually give the new Admin their username and password.

5. RIDESHARE ADMINISTRATION

To access the Rideshare Administration Module, login to the TDM software
System using your administrator user name and password.

If your administrator account allows access to this module, the appropriate tab
will be displayed at the top of the screen. Clicking this tab will bring up the
rideshare administrator’s module. In general, only modules which you have
unique access rights to will be displayed after logging into the system.

The rideshare administration module allows you to perform a ride match for any

Commuter registered in the CCRS program. Once the match has been completed,
you will be able to email, print or fax the Commuters match letter.
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5.1 Performing a Ridematch for a Commuter

1. To request a ride match click the “Find a Ridematch” tab on the left
navigation menu. Clicking this will display the Search Commuter screen.
You may search for a commuter using any of the fields shown on the
screen below.

After entering the search fields click . Search Commuter
GRH ADMIN

SYSTEM ADMIN | RIDESHARE ADMIN COMMUTER ADMIN POOL ADMIN SPECIAL EVENTS

¥ RIDESHARE ADMINISTRATION RIDESHARE ADMINISTRATION - FIND A RIDEMATCH - SEARCH COMMUTER

WIEW RIDEMATCH HISTORY SEARCH COMMUTER
Communer ki

User Name:

First Hame:

Last Hame:

Email Address:

Home Phone Humber:

Zip Code:

1IN

All Fields can he used to search commuters

[ Search Commuter ” Clear

3. Select a commuter from the list and click __Find Ridematch

RIDESHARE ADMINISTRATION - FIND A RIDEMATCH - SEARCH COMMUTER

SEARCH COMMUTER

Select Commuter fram List: Please select one A
R BRISCOE - 613659 =
R DO - 1085817
R HEMDERSOMN - 111734 hdl

Communer Ll

User Naime:

First Name:

Last Name:

Email Adidress:

Home Phone Number:

LI

Zip Code:

[ Find Ridematch H Back to Search
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4. The Ridematch Request or address profile page displays showing the
default start and destination addresses that have been established at

registration. Click Continue.

Click on W1to correct the location manually by pointing the address on the map, New
ADDRESS TYPE - NAME
WORK -
ALTERMNATE START -
ALTERMATE START -
ALTERMNATE START -
ALTERMATE START -

ADDRESS VIEW
155 HOLIDAY DRIVE SOLOMONS MD 20628 ]
1000 CHESAPEAKE BEACH VIL CHESAPEAKE BEACH MD ]
MORTH BEACH NORTH BEACH MD [ |
DUNKIRK DUMKIRK |
CHESAPEAKE BEACH CHESAPEAKE BEACH MD |

START DESTN. DELETE
@] @®

@] (9] o

@] o o

O (@] @]

® o o

N [ Continue H Add Address H Delete Address

][ Backto Search ]

5. The Ridematch Request page displays. Verify the information is accurate

and click Submit Request.

RIDESHARE ADMINISTRATION - RIDEMATCH REQUEST

COMMUTER INFORMATION

Commurter Name: R & BRISCOE

Commurter Id: 613659

Commuter CCRS Id: 613659

SEARCH CRITERIA

Work Schedule: B a0 |l AM v Tor |3 30 || PM v

Flexible To Arrive Before:

Flexible To Leave Befare:

Starting Address:

120 | minutes And Arrive After| 120 % | Minutes
120 ' | minutes And Leave After:| 120 % | minutes

CHESAPEAKE BEACH CHESAFPEAKE BEACGH MD

Destination Address:

Search Radius Around Origin: 1 v | rriiles

Search Radius Around Destination: 1 | miles

| Prefer to match with: Ay | cammuters.

OTHER INFORMATION
Special Instructions:

155 HOLIDAY DRIVE SOLOMOMNS MD 20638

* Required Fields ’ Submit Request ”

Cancel Changes

| [ BackToProfle |

6. You will receive a message Do you want to display the non-secure items?

Click Yes.
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7. The Match Criteria page displays with the following options: View Map,
View Match List, View/Email Match Letter, View Direction and Modify

Search.

MATCH CRITERIA
Commuter Name:

Starting Address:
Destination Address:
Radius for Search Criteria:
Work Schedule:

Flexible To Arrive:

Flexible To Leawve:

R BRISCOE

CHESAPEAKE BEACH CHESAPEAKE BEACH MD
1485 HOLIDAY DRIVE SOLOMONS MD 20688

1 miles around arigin and 1 miles around destination.
O 00:AM to 03:30:PM

120 minutes before or 120 minutes after

120 minutes before or 120 minutes after

m VIEW MATCH LIST VIEW | EMAIL MATCH LETTER VIEW DIRECTIONS MODIFY SEARCH

RIDESHARE ADMINISTRATION - RIDEMATCH RESULTS

RIDEMATCH MAP
] = VI U Lothian - - v
! ;3;{:55 g [ “wmap T sateiite | Hybid [ Terrain |
Wi pper Churchton 7
é Mariboro Tracys WNItMER o bichasis,
@D i
Rosaryville o 9 Deale - L Easton
BN
L Clinton Patuxent ol @
”en River Park Friendship Royal Oak
| S, Dunkitk  oyyings \ Tighman C579)
1ingtof pPiscataway Creed c
ream Valley Park 4 i
Brandywine @ hesapeake T':glf;m’ oo
( : ) Beach
e Sunderland Trappe
al
Cedarville
@ State Forest Huntingtown z::;
ite Plains
- Aquesco|  Eadle Algonauin
Harbor Cambridge
Bryantown Chesapeake.
(e Plala Hughesuile By
0 i ‘Church
oidey Madison Creak
0 Hewtown Charlotte Beach

5.2 View Ridematch History
1. Click View Ridematch History.

RIDESHARE ADMINISTRATION - VIEW RIDEMATCH HISTORY - SEARCH COMMUTER

i

SEARCH COMMUTER

Comimter Id:

User Hame:

First Name:

Last Name:

Email Address:

Home Phone Humber:

N

Zip Code:

All Fields can be used to search commuters

I Search Commuter H Clear
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2. Search commuter by completing any of the search criteria and click Search
Commuter.

3. Select commuter from commuter list box and click View Match History.

SEARCH COMMLUTER

Select Commuter from List Flease select one

R DOW-108517

R HEMDERSOM- 111734
RJACKSOM - 114162

£

Cfmmuter Idk:

User Hame:

First Name:

Last Name:

Email Adldress:

Home Phone Number:

U

Zip Code:

[ “iew hatch History ” Back to Search

4. Commuter Ridematch History screen displays.
5.3 Add Notes
Add Notes is available after locating a commuter.

* RIDESHARE ADMINISTRATION

£

F WIEW RIDEMATCH HISTORY

L AD@DTES

e Once you have clicked a pop-up displays allowing you to add notes and
view notes created on this commuter.

e

Date Entered. 07/30/2010
Commuter [d: 634146
Commuter Nate: TOM FOLLERY

FollwUpRepsedBy: D |oawooaren Tme[ ]
Contact Method:

Btatus

|

Enter Hotes:

Save Notes ] [ Cancel ] [CIDSE ]

HOTES HISTORY

Date Entered Follow up Contact

Entered By Required By | Method i Ltz
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6. COMMUTER ADMIN

The commuter admin is the module that administrators will be able to access all
commuter information as well as direct links to perform ride matches for any
commuter registered in the CCRS program.

This page allows administrators do the following:

Add new commuters to the system
This allows administrators to assist commuters who would like to register but
do not have access to an internet enabled computer.

Review existing commuters’ information
Administrators can update or change any information in a commuter’s record.
This includes home and work addresses and publicly available information.

Change user name and passwords for commuters
User names and password can be instantly changed should the need arise.

Add/Remove commuters from the programs
An administrator can allow commuters to join a ridesharing or GRH program
using this module.

Generate commuter reports
Reporting functions are available to all administrators from a single report
module.

6.1 Add Commuters
1. Click Commuter Admin from the top menu bar.

HOME LOG OuT HELP

COMADMHM1 Welcome SYSTEM ADMIN
Questions? Call 1-202-962-3333

— _

¥ COMMUTER ADMINISTRATION COMMUTER ADMINISTRATION

COMMUTER \\ CONNECTIONS

A SMARTER WAY TO WORK

You have 5 new registrations. Please click here fo process them or click here to view the report.

¥ PROCESS QUEUES
Welcome to the Commuter Connections TDM Software System Administrative Pages.

i3

= By accessing these pages on behalf of your agency or organization, you agree and are being made aware of the following:

¥ ADMINISTRATION TIPS The anly permitted use of information provided by any persons applying for ridematching through any client site that uses the Commuter
Connections TOM Software System shall be for the provision of free ridematching services and that the confidentiality restrictions

) . enumerated in COG's Rules of Pracedure with regards to re-distribution or copying of date will be observed.
Commuters can be registered,

commuter profiles can be

L””d'ﬂe.d- e SIS G2 COGAPBSTAFF | CLIENT MEMBERS (Please Click Here)
e assigned to or removed

from a program
A. COGITPE staff, in administering the Commuter Connections software and database, shalk:

Y i, m
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2. The Search Commuter page will display.

COMMUTER

CONNECTIONS
COMMUTER ADMIN REPORTS

HOME LOG OUT HELP

Welcome COMMUTER ADMIN
Questions? Call 1-202-962

COMADMCS1

COMMUTER ADMINISTRATION - MANAGE COMMUTER - SEARCH COMMUTER

¥ MANAGE COMMUTER
SEARCH COMMUTER

‘Commuter Id:
User Name:
First Name:
Last Name:
Email Address:
Phone Number:

Zip Code:

All Fields can be used to search commuters

Search Commuter ][ Add Commuter }[  Clear

3. To add a new Commuter clickl_Add Commuter |

4. After clicking the Add Commuter button, the Commuter Registration Form
displays. Enter the commuter information for all the required fields marked with

an asterisk and click _ SubmitForm

A confirmation displays.

COMMUTER Y,

CONNECTIONS

7 COMMUTER ADMINISTRATION

User Mame: Examale: jonnDos1
Password: Ecample: doedjonnd
Confirm Password:

Password Recovery Question:
Password Recovery Answer:
CONTACT INFORMATION
Ipreter to b sadressed 35

E-mail Adress

COMADMACH

Wihatis your favarite color? v

blue

HoME || Locour || HeLP

Welcome COMMUTER ADMS
Questions? Call 1-202-862.-3333

COMMUTER ADMINISTRATION - MAHAGE COMMUTER - COMMUTER REGISTRATION FORM

MEMBER INFORMATION APP FORM:
First Name: finame L
Last Name: Iname. -
usemame * Wyst be 8 o 12 alphanumeric characters

Must be 810 12 lphanumenc characiers

Must be same as Password

*

@ur Cuiss Oms Ours
user@domain.com

Home Phane Number
Call Phone Number

ork Prone

HOME ADORESS
Address Tioe
Street address:
city

sute

Hame Junisdiclion

COMMUTE INFORMATION
Current

M2 L3333

|z |

mo 222|333 B 1212

Home Address v

123 Main St st 10
McLean

VIRGINA ¥ zipcode: 22101

FFX- Faifiax County.

How di us?

JOIN PROGRANS
Select Frograms:

* Required Fields

[“J Guaranteea Rice Home (GRH)  [JRigeshare (CCRS)

CONTACT US| TERMS OF USE | PEIVACY POLICY | AROUT S84 CERTIGATES

IL_OF GOVERNMENTS
shington, DC 20002

- E-mail fidematching@myweeg.org
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6.2 Review and Edit Commuter Info

1. Click the Manage Commuter tab on the left side of the screen; the Search
Commuter page will display.

2. Locate your commuter and click . Review Commuter Info

HOME LOG OUT HELP

COMMUTER \§ CONNECTIONS
WAY TO WORK

Welcome COMMUTER ADMIN
A SMARTER

Questions? Call 1-202-962-3333

COMMUTER ADMIN | REPORTS
COMMUTER ADMINISTRATION - MANAGE COMMUTER - SEARCH COMMUTER

¥ MANAGE COMMUTER

SEARCH COMMUTER

Select Commuter from List 2 LEVERING - 116608
3LEVERING - 116895
4 LEVERING - 116896
[% A AKINMUFIMI - 101018

Commuter Id:

i &

[E;

User Name:

First Name:

Last Name:

Email Address:

Phone Number:

il

Zip Code:

[ Review Commuter Info ] [ Backto Search

3. The Update Member Information page will display. The Review Member
Information bar on the left expands. The following options are available:
Member Information, Commute Information, Employer Information, Work
Schedules, Program Association, Add Notes, and Information Request. To
edit any of the member information click the desired tab, make the change,
and click Save Changes.

MMUTER ADMINISTRATION COMMUTER ADMINISTRATION - REVIEW COMMUTER INFO - UPDATE MEMBER INFORMATION

COMMUTER
ER IN ON Commuer ld: 609038
GRH Registration ld: 609038
Commuter CCRS l: 609038
Commuer Status: Deleted w
Date of Criginal Entry: 0350452009
Date Last Updated: o4i01iz010

O NOTES

Share my narme with other registered commuters

First Name: |ALONSO |* M'E

k3
FIND RIDE ; Last Name: |CASTANO |
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e Member Information: This page contains all commuter account
information, home address, mailing address, and contact information.

e Commute Information: This page contains all commute information and
carpool/vanpool preferences.

o Employer Information: This page contains all employer information.
You may update employer information on this page by clicking Update
Employer, search for the employer, selecting the employer from a list and
click Update Employer Info.

If the employer is not in the system you may add the employer. It is
important to search for the employer first.

e Work Schedules: This page contains work schedules including arrival
and departure times.

e Program Associations: This page contains information on joining
programs such as GRH and CCRS.

e Add Notes: You may add notes here on the commuter you are working
with.

¢ Information Reguest: This page contains additional commute
information and the ability to request information for the commuter.

e Ridesharing: You may also complete ridematching from here, refer to
ridematching section for more information.

7. POOL ADMINISTRATION

The Pool Admin module allows administrators to create new carpools and vanpools,
and/or remove Commuters from existing pools and change pool information. To access
the Pool Admin module, login to the TDM Software system and click the Pool Admin
button.

7.1 Managing an Existing Pool

Click the Manage Pool tab on the left side of the menu, a page will display consisting of
options to Search Pool and Add New Pool.

e The Pool type can be Carpool, Vanpool, Transit or Other which can be selected
from the dropdown list as shown below.
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1. To manage an existing pool, enter the pool name in the designated field and
click Search Pool. You may also search for a pool using a Commuter’s name.

HOME LOG OUT HELP
chM“TEn cn““icl‘ln"s POOLADMPS1 Welcome POOL ADMIN
A

WAY TO WORK Questions? Call 1-202-962-3333

¥ POOL ADMINISTRATION POOL ADMINISTRATION - MANAGE POOL - SEARCH POOL

 MANAGE POOL

‘v SEARCHPOOL
pottame: E—

Pool Type:

First Hame:
Last Name:
City:

Zip Code:

All fields can be used to search pools

[ Search Pool H Add New Pool ][Clear]

2. After searching for a pool a list of all pools that a Commuter is a member of
will display.

3. When the pool you would like to manage is displayed, select it from the
dropdown and click __Review Poolinfo

HOME LOG OUT HELP
c"MM“TEH @co"“ichn"s POOLADMPS1 Welcome POOL ADMIN
ASMARTER WAY TO WORK

Questions? Call 1-202-962-3333

7 POOL ADMINISTRATION POOL ADMINISTRATION - MANAGE POOL - SEARCH POOL

# MANAGE POOL
SELECT POOL
Select Pool From The List: (103954 - BTA_9693 - N
104024 - HFD_632 -
l 104072 - MONT_10913 -

104084 - MONT_11301 -

104087 - MONT_11504 -

104119- MONT_12176 -

104152 - MONT_1867 -

104201 -MONT_9163 -

104353 - SSG_626 -

100867 - MONT_8453 - ™

[ Review Pool Info ][ Back to Search ]
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7.2 Updating Pool Information

Once the pool is selected a screen with Pool information will display. This screen can be
used to update various pool information like the Pool Type, Pool Status, Pool and Size.

POOL ADMINISTRATION - MANAGE POOL - UPDATE POOL

UPDATE POOL INFORMATION

App Farm: SRIDE Created On: 0401452008

Foal 1D: 101678 Fool Name: SEG_R3T0

Pool Type: -+ Pool Max Size:

Pool Status: |ACTIVE | P00l Current Size: ]

Parking Space #: 1045 Paal Start Date: [ =
[ Sawve Changes ] [ Cancel Changes ] [ Back to Search ]

UPDATE MEMBER INFOF{@IATION

Select | 1d Member Mame Date Added LeelFzol - Fimeg | Pen

Used Contact Preference
O 20098 JOHM CARLILE 111132009 4 A Drriver
Add New bMember ] [ Update Member ] l Remaowe Member ] l Clear ]
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7.3 Adding or Removing a Member to a Pool

1. Click Add New Member

POOL ADMINISTRATION - MANAGE POOL - UPDATE POOL

UPDATE FOOL INFORMATION

App Form: Created On:

Pool 1D 101578 Pool Mame:

Pool Type: Pool Ma, Size:
Poaol Status: |ACTIVE vl Pool Current Size:

Parking Space #

Pool Start Date:

0411472008
35G_B370

4|
]
[ =

[ Sawve Changes H

Cancel Changes

“ Back to Search ]

UPDATE MEMBER INFOF[@IATION

Days Poaol | Primary Fool
Select| Id Member Mame Date Added Usad contact Prafarance
O 620098 JOHM CARLILE 1101132009 A hd Drriver

-
AL* Add New Mermber [

2. After clicking Add New Member, the Add New Member will display.

Update Member ” Femowve Member ” Clear]

3. If the member is not listed, click Back to Search and search for the commuter you
would like to add by completing any one of the search fields.

4. Click Search Commuters.

HOME LOG OUT HELP
enm““TEn@cn""Ecl‘ln"s POOLADMMC1 Welcome POOL ADMIN
AR LR SANAZO Qi O 8 K Questions? Call 1-202-962-3333
POOL ADMIN
ADMINISTRATION POOL ADMINISTRATION - MANAGE POOL - ADD NEW MEMBER
POOL INFORMATION
_ HONEDES AppFarm. Created on: 04/14/2008

Pool ID: 104072 Fool Name MONT_10913
Pool Type Other Pool Maximum Size. 2
Pool Status: Inactive Pool Current Size: 0

SEARCH COMMUTERS
Please search for the commuter.

First Name:

Last Name:

Email Address:

Phone Number:

Zip Code:

Search Commuters
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5. The results of the search will display with the following details: No. of Days Pool
Used, Pool Preference and Primary Contact. Select the commuter and click Add

Member.

WAY TO WORK

COMMUTER

POOL ADMINISTRATION

MANAGE POOL
POOL INFORMATION
AppFarm
Pool ID: 104072
Poal Type: Other
Pool Status Inactive
SELECT COMMUTER

COMMUTER CONNECTIONS - 600753
K CONNECTIONS -99011011

HOME LOG OUT HELP

POOLADMMCH

POOL ADMINISTRATION - MANAGE POOL - ADD NEW MEMBER

Created on:

Poal Name:

Poal Maximum Size:
Pool Current Size

Please selectthe commuter, member information/preferences and click on "Add Member button.

No of Days Fool Used:
Set as Primary Contact:

Set Pool Preference

Welcome POOL ADMIN
Questions? Call 1-202-962-3333

04/14/2008
MONT_10813
2

0

[ Add Member H Backto Search

6. The Updated information of the new Member is shown below. The new member can
be removed from the list by clicking the radio button next to the commuter

and clicking Remove Member.

commuteR ( coNNECTIONS

TO WORK

* POOL ADMINISTRATION

# MANAGE POOL

UPDATE POOL INFORMATION

App Form: |:|
Pool ID 104072

Pool Type
Pool Status:
Parking Space #: I:l

HOME LOG OUT HELP

POOLADMPU1

POOL ADMINISTRATION - MANAGE POOL - UPDATE POOL

Created On:
FPool Name:

Pool Maximum Size

Pool Current Size:

Welcome POOL ADMIN
Questions? Call 1-202-962-3333

0411472008
MOMT_10813

[ ]

[ Save Changes H

Cancel Changes

H Back to Search ]

UPDATE MEMBER INFORMATION

Days Pool Primary Pool
Sebect| id Member Name Date Added Used Contact TR
@] | 600753 | COMMUTER CONNECTIONS | 0912/2008 | 5 | v ‘ Driver
[ Add New Member ][ Update Member ][ Remove Member HCIear]

Page 22 of 52




7.4 Add a New Pool
1. Select Manage Pool tab located on left side menu bar.

5 Click. AddNewPool

POOL ADMINISTRATION - MANAGE POOL - SEARCH POOL

SEARCHPOOL

Pool Type: Al v|

Pool Status:

Pool Creation Date:

Last Name:

|
|
First Name: |
|
|

City:
All fields can he used

l Search Pool oo MNew Pool ] [ Clear ]
‘.-'

3. The Enter New Pool Information screen will display. Complete the information in
the following fields: Pool Type, Pool Maximum Size, Pool Status, and Parking Space

# (if applicable). Click _Create Pool

HOME LOG OUT HELP
G"MM“TEH cn“"ic'ln"s POOLADMPC1 Welcome POOL ADMIN
A

WAY TO WORK GQuestions? Call 1-202-962-3333

* POOL ADMINISTRATION POOL ADMINISTRATION - MANAGE POOL - CREATE POOL

¥ MANAGE POOL

ENTER MEW POOL INFORMATION

App Form: [ ]

Pool Id: 151281

Pool Name: |POOL_1512\‘31 [Modify this to give a name to the pool)
Fot e —

Pool Maximum Size: [ | «—n

Pool Status: -—

T —

&/Create POON[ Backto Search HCIear]
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4. Your new Pool is created.

You may now add Commuters to your carpool by clicking add new member. This will
bring up the familiar Search Commuter screen. You should enter the Commuter’s
information in this screen and click Search Commuter. This will bring up the Select
Commuter Screen. Refer to 6.1.2 for more information on Adding Commuters to a
Pool.

Note: When adding members make sure to set the Driver/Passenger option and number
of days the pool is used.

7.5 Adding Notes
e To add Notes click ‘Add Notes’ tab located on the left side menu bar.

HOME LOG OUT HELP
cu“““TEn@cn""Echn"s POOLADMPU1 Weicome POOL ADMIN
RN A RLLE SN SR O i O 8 K Questions? Call 1-202-962-3333
¥ POOL ADMINISTRATION POOL ADMINISTRATION - MANAGE POOL - UPDATE POOL
¥ MANAGE POOL
UPDATE POOL INFORMATION
App Form: ] Created On 04/14/2008
Pool ID: 104072 Pool Name: MONT_10913
Pool Type: Pool Maximum Size:
Pool Status: Pool Current Size: I:l
Parking Space # |:|
[ Save Changes ” Cancel Changes ] [ Backto Search ]

e A popup will display allowing the user to add notes on a Pool.

ADD NOTES

Date Entered: 09/12/2008
Pool Id: 104072
Pool Name: MONT_10913
Enter Notes:
[ Save Notes ] [ Cancel ] [C\cse ]

NOTES HISTORY

Date Entered Notes
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8. GRH ADMIN

The GRH Program is a free service that provides peace of mind to commuters during
unexpected emergency situations. The service provides a specific amount of ride homes
to commuters participating in the program. There some restrictions to using the GRH
program and they are in the Participation Guidelines.

Within the GRH Admin module has the following options: Process Registrants, Create

Trip Requests, Process Trip Requests, Process Invoices, Process Vouchers, OTE
Registration and Review Rides Available.

GRH ADMIN

GUARANTEED RIDE HOME ADMINISTRATION

Welcome to the Commuter Connections Guaranteed Ride Home Program Administrative Pages!

| Guaranteed Ride Home Procedures and Reminders

a. Proper phone answering prampt: "Good morningfGood afternoon. Commuter Connections Guaranteed Ride Home
program. How can | help you?"

b. Procedure for requesting clarification regarding trip appravals/denials:
i Orderof COG staffto contact regarding clarification regarding trip approvalidenial questions:

8.1 Process Registrants & Create Trips
1. Click Process Registrants. Enter search criteria and click Process Queue.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS REGISTRATIONS - COMMUTER SEARCH

* PROCESS REGISTFL»QTIIDQL]?7

SEARCH REGISTRATIONS
Registration Date: 07/01/2010 |70 07/30/2010 | wwioorevey
Registration Status: | All v |

Communter Id:

i
S
i
i
b Commurter First Name:

Commuter Last Name:

1l

Comimurter Email:

SORT REGISTRATIONS
Sort By: |Registration Date v |

All fields can be used to search

_P-Pmcess Cueue “ Clear]

2. Select commuter and click Process Registration.

3. The registrant process page displays. Enter information click Create Trip
Request.

Page 25 of 52




4. The Create Trip Request page displays. Enter reason for Ride Request and
click Submit Trip Request.

RIDE INFORMATION
Ride Request Date: Time:

Reason For Ride Request: Child Care Corflict Y..‘

o

Special Instructions:

COMMUTER RIDE SUMMARY ("Exciuding curent nde request)
Rides Allowed Rides Completed

4 1] a

Rides Requested*

* Required Fields [ Submit Trip Request l [ Back To Search l

5. The Process Trip Request page displays. Click Process Trip Request or if
changes need to occur click Back to Request.

GUARANTEED RIDE HOME ADMINISTRATION - TRIP REQUEST CONFIRMATION

Request for Fide home has heah subwnitted successiully. You may continie processing the request sho arrange 3

‘Pracess THo Request

TRIF REGLIEST DETAILS
Commuter Name:

® work Phone:
O Ccell Phone:
' Email:

Ride Reul;[e:st Date;

Reason For Ride Request:
Special Instructions:

DEMISE HIMER
202-466-8888 Exin:

CHIMNER@F LATHERPERKING. MET

073002010 Time:d:42 P

Child Care Conflict

COMMUTER RIDE SUMMARY [Mnciuding current nde request]

Rides Allowed
4

Rides Requested®
1

Rides Completen
i

[ Frocess Trip Reguest ] [

Back To Reguest
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6. The Process Trip Request page displays with Trip Request Details. You must

Add Leg to plan the trip.

384735
DEMISE HINER

Autharization #:
Commuter Mame:

Wiark Fhone: 202-466-8888 Exin:
Cell Phone: -

GRH Status: Re-registrant

Rides Available: 4

Request Date: 07302010 Time: 4:42:.PM

Trip Reguest Reasaon: Child Care Conflict
Wiark Address:
Home eress:
Special Instructions:

TRIP REQUEST DETAILS

Authorization Date:
Commuter Id:

Supervisor's Mame:
Supervisor's Fhone:

Registration Date;
Expiration Date;

Request Status:

One Time Exception:

[ Sawve Changes ] [

Cancel Changes

TRIP PLANNER

07i302010

112946

BRUCE PERKIMS
202-466-9388 Exn:
071012008

06:30/2000

Requested w

Moo

Click on Yiew Location'links below to views the nearest Enterprize Locations.
888 17TH 8T MW IWASHINGTOMN DC 20006
9613 Lowy MEADCOYY DRIVE GAITHERSBURG MD 20882

Wiew Location
Wiew Location

Charge No Show Fee: [0 checkherato charge one trip, it a GRH Member is [ate for hisfher taxi.

TRIP DATE: 07302010

Trip is not planned far this request. Click on *Add Leg' button to create a ride leg.

7. Enter the information and click Save Leg(s). You may also add another or
delete a leg. To delete, select the leg and click Delete Leg.

TRIP PLANNER
[ LEG#: 1 LEG ID: 384735-14
Provider Name: Alexandria Yellow W
Pickup Location: 888 17TH ST MW WASHINGTON DC

Drop-off Location:

Add Leg H Save Leg(s) H Delete Leg

Created Mew Leg Successiully,

TRIP DATE: 07/30:2010

LEG STATLUS:

Estimated Distance in Miles:

Pickup Time:

Drop-off Time:

AN

AN W
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8.2 Process Invoices and Vouchers
Click Process Invoices on the left side. You may search by trips or invoices.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS INVOICES

SEARCH TRIPS § INVOICES

Provider Name: | Alexandria Yellow - |

Ridevoice Date: lozmiz00 [o|07/30s2010 |

Commuer First Name:

Commuter Last Name:

Commuer ld:

User Name:

Trip Authorization # l:l

Trip Reason:

SORT TRIPS f INVOICES
Sort By | Provider Mame v|

| ]

’ Search Trips ” Search Invoices

8.2.1 Searching Invoices
1. Enter the search criteria and click Search Invoices.

2. Select your invoice and click View Invoice Details.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS INVOICES - INVOICES LIST

SELECT INWVOICE

Select Invoice Id | Invoice Mumber Provider Mame Date Submitted Amount
® 100279 sd23244 Alexandria Yellow 07/02i2009 $45.00
O 100280 1000 Alexandria Yellow 10/1 612008 §23.00

Yiew Imvoice Detalls ” Back to Search
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3. The Invoice Details page displays.

GUARANTEED RIDE HO MINISTRATION - PROCESS INVOICES - INVOICE DETAILS

INYOICE DETAILS

Invoice Mumber: 1000 Date Submitted: 100162009
Inwaice Amount: $23.00 Date Received: 10/ 62009
Inwoice 1d: 100280 Imvoice Status: Submitted

PROVIDER DETAILS
Provider |0 100001 Provider Mame: Alexandria Yellow
Provider Type: Cahb Serices

RIDE LEGS ASSOCIATED TO THIS [NYVOICE

Ride Ride Status Leg# Commuter Mame Miles | Amount Froc
Date Time Date
1 10M 62009 | 432PM Invaiced J94725-58 JOHM GAMBLE 1] F23.00 10M 62009
’ Back to Queue ” Back to Search ]

4. To process click the Leg # and the Process Invoices page displays.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS INVOICES - PROCESS RIDE LEG

COMMUTER DETAILE

Commuter Mame: JOHN GAMBLE Commuter Id 107728

Harme Phone: T03-777-1358 Wark Phone: 202-722-2000 Extn: 3
Home Address: 946 RHOMNDA PLACE SE LEESBURG YA 20175

Wiork Address: 2002 11TH STREET My WWASHINGTON D 20001

FROVIDER DETAILS

Pravider 1D: 10000+

Provider Mame: Alexandria Yellow Provider Type: Cab Services
RIDE DETAILS

Autharization #: A384725 Ride Reasan: Child Care Conflict
Ride Date: 10MEBi2009 Ride Time: 4:32:PM

Ride Leg: 8 Ride Status:
Ride Crigin: 2002 11TH STREET My YWWASHINGTON D

Ride Destination: HOME

Ride Amount: §23.00

FPROCESSED BY: sysadmin FROCESSED OM: 10162009

Back to Invoice 1 [ Back to Queue
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8.2.2 Processing Invoices
1. From the Process Invoices search page, enter data and click Search Trips.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS INVOICES

SEARCHTRIFS / INVOICES

Provider Name: | Alexandria Yellow w |

Ridelvoice Date: 08/01/2010 |10 |08/02/2010 |

Commuter First Name: | |

Commuter Last Name: | |

Commuter Id: I:I
Trip Autherization #: T

Trip Reason: | v |

SORT TRIPS / INVOICES
Sort By: | Pravider Narne v/

| ¥

———‘.SearchTrips ” Search Invoices l

2. The Process Invoices page displays. Click the leg # of the trip you would like
to process.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS INVIOICES - SELECT TRIPS

FROCESS RIDE LEG(S)
There are ho processed ride leg(s) to create invoice. To pracess, click on the links provided for Leg #s.

Pravider Mame Ride Date Time Status Leg# Commuter Mame Amount

No

Show D CROSS

Alexandria vellow 062272010 | 412:Fm $4.00

Back to Search
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3. The Process Invoice page displays. Enter the ride amount and ride status and
click Save Changes. This will process the invoice.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS INVOICES - PROCESS RIDE LEG

COMMUTER DETAILS

Cammuter Marme: O CcROSS Cammuter 1d: 106541

Harme Phane: 301-805-7171 Wark Phaone: 301-405-5936 Exin:
Home Address: 12714 KESWICK BOWIE MD 20715

Woark Address: 3120 BSB #296 STE Univ. of MD COLLEGE PARK MD 20742

FROVIDER DETAILS

Frovider I 10000

Frovider Mame: Alexandria Yellow Frovider Type: Cab Semices
RIDE DETAILS

Authorization #: Adodras Ride Reason: Missed Fool
Ride Date: O6f22i2010 Ride Time: 4:12PM

Ride Leq: 3 Ride Status:
Ride Origin: UNIY. OF MD COLLEGE PARK MD 20742

Ride Destination: KESWICK BOWIE MD 20714

Ride Arnount: §/5.00

PROCESSED BY: sysadmin PROCESSED OM: 08/02/2010

___L’Save Changes ] ’ Back to Clueue

8.2.3 Process Vouchers
1. Select Process VVouchers from the menu bar on the left.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS VOUCHERS

it
5 SEARCH RIDES
Provider Name: | ~|
i3
Ride Date: |pgmiz010 [ |pozeonn |
i3

Commuter First Name:

# [FROCESS WOUCHERS
B ~h Commuter Last Name:

|
|
Commuter Id: l:l
User Name: l:l
Trip Authorization = l:l
Trip Reason:
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2. Enter search criteria and click Search Trips.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS VOUCHERS

SEARCHRIDES

Provider Name:

Ritle Date:

Commuter First Name:

Commuter Last Hame:

]

08/01/2010

o|08022010 |

Commuter ki:
User Name:

Trip Awthorization #:

Trip Reason: | w |

SORT RIDES
Sort By:

| Ride Date v/

| v

Search Trips

3. Select the desired voucher from the Process VVouchers list and click Create
Voucher.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS VOUCHERS - SELECT TRIP

SELECTTRIP

Select Ride Date Ride Status Auth # Commuter Id | Commuter Mame Provider Mame Leg

#

® 0873172009 | Completed | A334724 | BO0G34 H. PALIL MOORN 384724-13

_M}” [ Back to Search

Enterprise Rent-A-Car
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4. Enter voucher detail information and click Submit VVoucher.

GUARANTEED RIDE HOME ADMINISTRATION - PROCESS VOUCHERS - CREATE NEW VOUCHER

YOUCHER DETAILS ™

Youcher Number: Mot Assigned Date Recieved: 08/02/2010 | miDD0y ey

Youcher Status: Lla Date Approved: 08/02/2010 | mmiDDwy ey
Woucher Amount: $|:|45 or 45.65 Date Submitted: O8/0Z/2010 | mriDDrveey

S
COMMUTER DETAILS
Commuter Mame: CHERYL HOWARD Commuter [D: 1123549
Home Phone: 301-514-8861 Waork Phone: -- Exin:
Hame Address: 6370 CLARIDGE DR M FREDERICK MD 21701
Work Address: 1299 PENNSYLYANIA AVENUE MW WASHINGTON DC DC 22205

PROVIDER DETAILS

PIovider MName: Metro Frovider ID: 100008
Frovider Type: Cah Senices

RIDE DETAILS

Authorization #: A381928 Ride Reaszon: oT

Ride Date: 08/m7rz2008 Ride Time: 9:30:P M
Ride Leq: 381928-64 Ride Status: Completed
Ride Origin: METRC CTR

Ride Destination: SHADY GROVE

Submit“oucher ][ Back to Queue

5. A message stating Submitted Voucher successfully displays at the bottom of
the page.

Page 33 of 52




9. SPECIAL EVENTS

The Special Events module allows commuters to find ridematches to special
events in their area.

9.1 Process New Events

When events are added by a lower level admin they need to be approved before a
commuter can register.

1. Select Process New Events on the right side menu bar.

" SPECIAL EVENTS ADMINISTRATION

* PRDCES%EW EWENTS
B

S

2. Select the event you would like to process by clicking in the radio button and
click Process Event.

' SPECIAL EVENTS ADMINISTRATION SPECIAL EVENTS ADMINISTRATION - PROCESS NEW EVENTS

MEW EVENTS AVAILABLE
Event Date Event Name Event Location Event Address
® om022mao TEST 1gtMariner Arena 201 W Baltimore StBaltimore

| ProcessEwent | | Backto Search |

3. The Process New Event page displays. Select Approve Event or Reject
Event. A confirmation message displays. Once the event is approved it will
be available to commuters.

SPECIAL EVENTS ADMINISTRATION - PROCESS NEW EVENT

EVENT DETAILE
Event ld: 10093
Event Name: |TEST |x
Event Type: REDEKINS GAME ~*
Event Location: |1stMarinerArena v|*
Event Date: 18/02/2010 * MMIDDRY
Event Website: | |
Organization Name: |commuTER conmEcTIONS W |
EVENT DESCRIPTION
Brief description of the event: test
&
[ | Approve Event ‘ | Fieject Event Back to Queue
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9.2 Manage Events
Manage Events allows you to Search, Edit and Add new events.

9.2.1 Searching and Editing Events
1. Click Manage Events.

" SPECIAL EMENTS ADMINISTRATION

-

¥ MANAGE EVENTS

fi-

2. The Search screen displays. Enter information on the event you are searching

and click Search Event.

SPECIAL EVENTS ADMINISTRATION - MANAGE EVENTS

SEARCH EVENT
Bvent Id: [ ]
Event Date Range: \0g/01/2010 |7 1o |Dg/m2/2010  |[E
Event Name: | |
Event Location: | v
Event Type: | w |
Event Status:
Organization Name: | v |
| Search Event | | Add MNew Event | | Clear

3. Select the desired event and click Review Event Info.

SPECIAL EVENTS ADMINISTRATION - MANAGE EVENTS

SELECT EVEMT
Event Date Event Name Event Location Event Address
@ | 0801200 STRASBURG GAME Mationals Park 1500 South Capital Street, SE Washingtan
¢ | Demzz010 | TEST 1st Mariner Arena 201 W Baltimore St Baltimore
() | be0zi0M0 | TEST ANOTHER LOCATION 7T NORTH CAPITOL STREET ME WASHINGTOM

Feview Event Infa | | Back to Search
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4. The Event Info page displays. You can update the event here by changing
information and clicking Update Event.

SPECIAL EVENTS ADMINISTRATION - UPDATE EVENT

EVENT DETAILS

Event Id: 10090

Event Name: |STRASBURG GAME I

Event Type: [ MATIONALS GAME o

Event Location: | Mationals Park v|*
Event Date: M 1o

Event Time: *

Event Status: *

Event Website: | |

Organization Name: [ COMMUTER CONNECTIONS v| *

EVEMT DESCRIPTION
Brief description ofthe event: test

_II'.' Update Ewvent ] | | Back to Queus

9.2.2 Add Events
1. From the Manage Events page click Add New Event.

SPECIAL EVENTS ADMINISTRATION - MANAGE EVENTS

SEARCH EVEMT

Event Date Range: 08/01/2010

T 1o |08i02/2010 |
Event Name: | |

Event Location: | v
Event Type: | - |

Event Status:

Organization Name: | i |

r

| Search Event /|k Add Mew Event Clear
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2. The Create Event page displays. Enter the information and click Create
Event.

SPECIAL EVENTS ADMINISTRATION - CREATE EVENT

EVENT LOCATION
Event Location: |
| Add New Locatian
EVENT DETAILS
Event Name: | |*
Event Type: | REDSKINS GAME v|*
Event Date: g
Event Time: 1 vl[o0 v|[am »|*
Event Status:
Event Website: | |
Organization Name: | COMMUTER COMNNECTIONS | *

EYENT DESCRIPTION

Please pravide a brief
description of the event:

———-|-." Create Event

Cancel

3. A confirmation will display on the bottom of the screen. If the event doesn’t
require approval it will be available to commuters for special event
ridematching.

9.2.3 Event Matching
You may find matches for commuters just as you did in the ridematching section.

1. Click Find Event Matches.

7 SPECIAL EVENTS ADMINISTRATION

B
3

% FIND EVEMT MATCHES
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2. Enter commuter information and click Search Commuter.

SPECIAL EVENTS ADMINISTRATION - SEARCH COMMUTER

SEARCH COMMUTER

Commuter Id:

User Name:

First Name:

Last Name:

Email Address:

Home Phone Number:

LT

Zip Code:

All Fields can be used to search commuters

[ Search Cormmuter H Clear l

3. Select commuter from list if search returns more than one commuter. Click
Find Event Matches.

SEARCH COMMUTER
Select Commuter from List: Flease select one
ALAR ELSAKHAW - 106374

[

ALAIN DEVERGIE - 106482

Commurter li: 380908

£

User Name: |ae|5akhaw334 |
First Name: |ALA¢’-\ |
Last Name: [ELSAKHAW! |
Email Address: |ALRD4032@YAHOD.CO |

Home Phone Number: Qoooooonoo
Zip Code: 2231

LD Find Evsent Matches ] [ Back to Search
=
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4. Select the event the commuter would like to find a ridematch by clicking in
the radio button. Set the radius around start address and click Find Matches.

STEF 1: SELECT THE EVENT

The events available are displayed helow. You may select an event as a destination point. This eventwill be added to the
cammuter's event prafile.

DATE EVENT HAME EVENT LOCATION
08/03/2010 THE LAST LECTURE American University
4400 Mazzachuszetts Avenue MW YWashingtonDi
050452010 BLONDIE COMNCERT State Theatre

220 M. Washington St Fall Churchy &

STEP 2: SELECT STARTING ADDRESS

The commuter's address profile is shown below. By default, park and ride lots close to home and work addresses are displayed in
the address profile. You may select any ofthe locations as a starting point.

TYPE ADDRESS HAME ADDRESS VIEW SELECT)
HOME 4901 SEMINARY RD ALEXAMNDRIA WA 22311 @ ®
WWORK 7930 TYSONS CORMER CEMTER MCLEAN WA 22102 @ Y
PARKERIDE WASHINGTON-LEE M. QUINCY ST. & M. 15TH ST. ARLINGTOMN A @ O
PARKARIDE E’?ﬁ;gﬁus CHURCH METRO I-66 & MORTH SYCAMORE ST ARLINGTORN Va4, @ O
PARKERIDE BALLSTOMN PUBLIC PARKING GARAGE M. GLEBE ROAD. & RANDOLPH ST. ARLINGTOR %A &) (@]
PARKERIDE FOUR MILE RUR COLUMBLA PIKE & FOUR MILE RUN DR, ARLINGTOR A @ O
PARKERIDE  HUNTINGTOM METRO STATICN HUMTIRGTON AVE & FERAICK DR FAIRFAX WA @ Y

STEP 3: FIND MATCHES
Selectthe radius around the start agdie
Search Radius Around Start Addregs:

Find Matches' button to view the matches for the event.

* | miles |-——"

| Find Matches | | Clear |

5. A map with possible matches appears. Refer to Ridematching section for
more details on ridematching.
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10. EMPLOYER ADMIN

Employer Administration allows you to manage employers and their locations. It
has the capability to merge employers in efforts to delete any duplicate employer
information.

e Select Employer Admin from the menu bar to access the Employer Admin
module. To manage Employers, select Manage Employer from the menu
bar on the left side.

M LOG OUT HELP

Welcome SYSTEM ADMIN
Questions? Call 1-202-962-3333

COMMUTER

A SMARTER

wa X EMPADMHM1

Y TO WOR
SYSTEM ADMIN REPORTS
EMPLOYER ADMINISTRATION EMPLOYER ADMINISTRATION

Welcome to the Commuter Connections TDM Software System Administrative Pages.

By accessing these pages on behalf of your agency or organization, you agree and are being made aware of the following:

The only permitted use of information provided by any persons applying far ridematching thraugh any client site that uses the Commuter
Coannections TOM Software Systern shall be for the provision of free ridematching services and that the confidentiality restrictions
enumetated in COG's Rules of Procedure with regards to re-distribution or copying of date will be observed.

COG/TPB STAFF CLIENT MEMBERS (Please Click Here)

A. COG/TPB staff, in administering the Commuter Connections software and database, shall:

1. Provide client members the Commuter Connections TOM Sofware software for ridematching purposes and provide access to the
master database for each client memher, exceptwhen soflware or hardware maintenance is necessary.

2. Mofify software users in advance of any upcoming hardware or soflware maintenance.

3. Motify all software users when the server or master database in not accessible ar online application on the Commuter Connections
wehsite in notfunctional.

4. Staffthe 1-800-745-RIDE and 202-783-POO0OL lines for a minimum of 7112 hours per day Monday through Friday, excluding COG
holidays. An answeting machine will be used to answer the telephane after hours and during staff breaks.

£, Maintain the Commuter Connections website ridematching application, process applications received on a daily basis, and provide
daily notifications of applications received to clients for their follow up.

E. Forward calls and hard copy applications received from the puhlic ta the local client serving the hame jurisdiction ofthe caller.

7. Enterintothe ridematching system requests for ridematching received by telephone at the time ofthe call, and fram applications
received by mail within 1 business day from receipt. Produce and mail or email match letters for each applicant on the following day
following applicant data entry, unless a member reguests that no mailing take place

8. Each manth, purge the database onthe COG server of applicants whose expiration date has been reached. Atleast 15 days prior to
the purge, a letter will be mailed or emailed to each commuter with an expiration date in the purge maonth offering to update the
commuter's record. Alisting of commuters with expiring recards will be sentto each client site 30 days priorto the purge, or sooner
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10.1 Manage Employers:

1. Click Manage Employer

“ EMPLOYER ADMINISTRATION

¥ MANAGE EMPLOYER

B

2. Search for employer by entering any of the following information; Employer
ID, Employer Name, Street, City, State, Zip, Location Status, or Jurisdiction.
Click Search Employer.

Note: The less search information you enter will yield more results.

EMPLOYER ADMINISTRATION - SEARCH EMPLOYER

SEARCH EMPLOYER
You may manage employers and their locations by searching the employer database. Search the employer
ofthe search parameters below.

Employer Name:

Location Street:

Location State:

|
|
Location City: | |
|
|

Location Zip:

Location Status:

Jurisdiction: | - |

| Search Emplover | | Add Employer | | Clear
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3. Select the employer by clicking in the radio button beside the desired
employer, then click Review Employer.

Note: If the desired employer is not listed click Return to Search and broaden
your search criterion.
If you are looking to Merge Employers, refer to section Merge Employers.

» Tomanage the employer information and lacations, selectthe employer and click on the 'Review Employer' button.
o Toclean up the employer, selectthe duplicate or incorrect emplover and click an the ‘Merge Employer' buttan.
& Todelete any ohsolete employvers (with no employees associated), click on the %' button next to the employer.

SELECT EMPLOYER
select Empld Employer Name Employees Employer Locations
() 520036  BASE TECHNOLOGIES, NC 12 = BaseTech HE
1749 OLD MEADOW ROAD, STE 500
MCLEAR W& 22102
[ | Feview Employer I | herge Emplover | | Back to Search |

4. Once you have selected the employer a screen will open and you may update
employer name, add a new location, merge location, review location, or go
back to Search feature.

EMPLOYER ADMINISTRATION - REVIEW EMPLOYER

EMPLOYER IMFORMATICN
Employer Id: 540441

Employer Name: kAW OGS *
Created on 081272006 and Last Updated on 02/1 872006

Update Mame | | Back to Search
EMPLOYER LOCATIONS
Select Location Id Location Address Status Employees
[®) 1634537 FEF M CAPITOL ST ME, STE 300 & 12

WASHINGTORN DC 20002

O 6440016 CPAS A 24
F7F NORTH CAPITOL ST MNE, 300
WASHINGTON DC 20002

Acld Mew Location | | Merge Location | | Ferview Location
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To update the name:

Change the employer name and click Update Name.

EMPLOYER INFORMATION
Employer Id: 520036

Employer Name: |EIASE TECHMOLOGIES, INC ®

Created on 092772007 and Last Updated on 0370102010

/J’ Update Mame | | Back to Search

To Add a new location:

Click Add MNew Location

, enter new location and click Save Location.

Note: This location will be associated with the location you just located.
In this example if you add a new location it will be associated to Base
Technologies, Inc Employer ID 520036

EMFLOYER INFORMATION
Employer ld:
Employer Name:

MEWY LOCATION IMFORMATION

Location Name:
Location Street:
Location Suite:
Location City:
Location State:
Location Zip:

Location Status:

Jurisdiction:

*Reqguired Fields

520036
BASE TECHNOLOGIES, INC

ACTINE “

sawe Location Back to Employer
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e To Merge a Location:

1. Select the location you would like to merge and click Merge
Location. This will be the “incorrect or bad” location you would like
to remove.

Note: Merge Location is an option when there is multiple location ID’s
for a single employer.

If there are no employees associated with an employer, a red X will
appear in the Delete column. If the employer location is incorrect and
needs to be removed, click the red X and it will be deleted.

EMPLOYER ADMINISTRATION - REVIEW EMPLOYER

EMPLOYER INFORMATION
Employer Id: 1530154

Employer Name: BASETECH *
Created on 11182010 and Last Updated on 1171852010

| Update Name | | Back to Search
{ EMPLOYER LOCATIONS
Select  Location Id Location Address Status  Employees  Delete
16137460 JTESTS In this example we want to remove this location 2
1747 OLD MEADCATR:

MCLEAN ' 27101 ID and merge it with the one shown above.

(&) 16437459 TEST2 null 1}
1745 OLD MEADCWY RD,
MCLEARN WA 22101

In this example we want to completely delete
O 16437458 TEST this location because it is a duplicate. 1
1749 OLD MEADOW RD oo
MCLEAM 34 22101

. J

| Acld Mew Location | | Merge Location | | Review Location
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2. After selecting the incorrect employer you would like to merge, a pop-
up displays stating “The selected duplicate or incorrect location and its
associated employees will be merged with the correct location selected
in the next step”. Click OK.

EMPLOYER ADMINISTRATION - REVIEW EMPLOYER

EMPLOYER INFORMATION

Employer ld: 1530154
Employer Name: BASETECH =
e Windows Internet Explorer rg|

WARNING!

?)
g
Jpelsi iz / Selected duplicate or incorrect location and it's associsted employees

will be merged with the correct location selected in next step.

Click on 'Ok’ to continue,

EMPLOYVER LOCATIONS
Click on 'Cancel' to go back,

Select Location ld Delete
O 16437458 TEST oK ] [ Cancel
1749 CLD MEADOWY RE
MCLEAR W& 22101
® 16437460 TEST3 null 2
1747 OLD MEADCW RD,
TACLEAR W& 22101
| Acld MNew Location | | Merge Location | | Review Location |

3. The merge employer page displays asking you to select the correct
location you would like to merge the employer you selected in step 2.

Select the correct location and click Commit Merge Location. The
system will ask you Are you sure you want to merge, click OK.

EMPLOYER ADMINISTRATION - MERGE EMPLOYER

EMPLOYER INFORMATION
Employer ld: 1530154
Employer Hame: BASETECH
DUFLICATE OR INCORRECT LOCATION SELECTED:
Location Id Location Address Status Employees|
16437460 * TEST3 1747 OLD MEADOWY RD MCLEAN ‘WA, 22101 2
SELECT CORRECT LOCATION
Select Location Id Location Address Status Employees|
16437458 = TEST 1749 OLD MEADCHW RD MCLEAR W& 22101 1
N«ws = TEST2 1748 OLD MEADOWY RD MCLEAN WA 22101 ]
Zammit r\f‘grge Location | | Cancel
4%
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4. The merger is complete and the review employer page displays
showing the merge has taken place.

Note: You will notice the number of employees has increased because
all the employees merge as well.

EMPLOYER ADMINISTRATION - REVIEW EMPLOYER

EMPLOYER INFORMATICN
Employer Id: 14301454

Employer Name: BASETECH *
Created on 117182010 and Last Updated on 110 8/2010

pdate Mame | | Back to Search
EMPLOYER LOCATIONS
Select Location Id Location Address Status Employees Delete
O 16437453 TEST il 3
1749 OLD MEADCHYY RD, 500
FCLEAM WA 22101
Add Mew Location | | Feview Location

To review a current location; locate the employer and its location using the
search feature, select the location by clicking in the radio button of the

desired location and click | Feviewlossion | A screen will open allowing
you to update and edit the employer information. Once you have
completed your update click Update Location.

EMPLOYER IMFORMATION
Employer Id: 20036
Employer Name: BASE TECHNOLOGIES, INC
LOCATION INFORMATION
Location li: 6419628
Location Name: BaseTech HO
Location Street: 1743 OLD MEADOW ROAD *
Location Street 2; STE 500
Location Suite:
Location City: MCLEAN =
Location State: WIRGIMIA w|
Location Zip: 22102 *
Location Status: ACTIVE |
Jurisdiction: FF¥ - Fairfax County v
*Required Figlds Update Location | | Back to Erplower
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10.1.1 Add Employer:
Employers can be added from the search screen.

1. Click Add Employer.

SEARCH EMPLOYER
You may manage employvers and their locations by searching the emplover database. Search the emplaoyer by any or a combination
ofthe search parameters below.
Employer IDv: l:l
Employer Name: | |
Location Street: | |
Location City: | |
Location State: [ v
Location Zip: | |
Location Status:
Jurisdiction: | v ‘
| Search Employer | L[\ Add Employer | | Clear |

2. Enter employer information in the Add New Employer page and click Add
Employer.

EMPLOYER ADMINISTRATION - ADD NEW EMPLOYER

EMPLOYER INFORMATION

Employer Name: |Test Base Tech |*

LOCATION INFORMATION

Location Name:

Location Street:

Bewerly Dr |*

Location Suite #:

Z|:|
o
o
o
=

Location City: |+
Location State: |VIRGINIA |
Location Zip: -
Location Status:
Jurisdiction: | |
Add Employer | | Back to Search

e
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10.1.2 Merge Employers:

The Merge Employer function allows you to clean incorrect employer data by
merging them.

1. Search the employer that needs to be merged or “cleaned up”.

2. Alist of all criteria you searched for will display.

EMPLOYER ADMINISTRATION - SEARCH EMPLOYER

« Tomanage the employer information and lacations, select the emplover and click an the ‘Review Emplovear' button.
& Toclean up the employer, selectthe duplicate orincorrect employer and click on the 'erge Employer button.
o Todelete any ohsolete employers (with no employees associated), click on the %' button next to the employer.

SELECT EMPLOYER
select Emp Id Employer Hame Employees Employer Locations Delete
O 1530152 BASETECH 2 = 1749 OLD MEADCW RD, S00
MCLEAN %4 22101
* BASE TECHNOLOGIES
1748 OLD MEADOWY RD, 500
MCLEAN %4, 22101
(@] 1530154 BASETECH 3 = TEST
1743 OLD MEADOWY D, 500
MCLEAN %4 22104
Review Emplayer | | hderge Employer | | Back to Search

3. Select the employer you would like to merge by clicking in the radio button
next to the employer. This is the employer that will be removed once you
merge. Click Merge Employer.

EMPLOYER ADMINISTRATION - SEARCH EMPLOYER

« Tomanage the employer information and locations, selectthe emplayer and click on the 'Review Employer' hutton.
« Toclean up the employer, selectthe duplicate or incorrect emplover and click aon the Mearge Emplayer’ buttan.
& Todelete any obsolete employers (with no employees associated), click on the %' button next to the ermployer.

SELECT EMPLOYER
select  Emp ld Employer Name Employees Employer Locations Delete
O 1530132 BASETECH 2 =743 OLD MEADCYY RD, 200

MCLEARN WA 22101

= BAZE TECHMOLOGIES
1749 QLD MEADOWY RD, 500
MCLEARN WA 22101

1330154 BASETECH 3 = TEST
% 1749 OLD MEADOWY KD, 500
MCLEAMN WA 22101

Resqiew Employer | | Merge Employer | | Back to Search
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4. A warning message appears stating “Selected duplicate or incorrect employer,
its locations and associated employees will be merged with the correct
employer selected in the next step.” Click OK.

5. The search employer screen appears displaying the incorrect or duplicate
employer you selected. Search for the employer you would like to merge with
and click Search Employer.

EMPLOYER ADMINISTRATION - MERGE EMPLOYER

DUPLICATE OR INCORRECT EMPLOYER SELECTED:
Employer Hame Employer Locations Status  Employees

ID: 1530154 = D 16437458 (TEST) & 3
BAZETECH 1749 QLD MEADOWY RD MCLEAN W& 22101

SEARCH CORRECT EMPLOYER
Search the correct employer where the duplicate or incorrect employer displayed abowe will he merged.

Employer Name:

Location Street:

Location State:

|
|
Location City: | |
|
|

Location Zip:

Location Status:

Jurisdiction: | L |

| Search Employer || Cancel |

6. The list of employers containing the criteria you searched will display.

EMPLOYER ADMINISTRATION - MERGE EMPLOYER

DUPLICATE OR INCORRECT EMPLOYER SELECTED:
Employer Name Employer Locations Status  Employees

IO 1530154 = D 16437458 (TEST) A 3
BASETECH 1749 OLD MEADCHYY RD MCLEAM %A 22101

SELECT CORRECT EMPLOYER

select Employer Name Employer Locations Status  Employees
ICx 1530152 = D¢ 16437452 (BASE TECHHOLOGIES) , o
BASETECH 1748 OLD MEADCKWY RD MCLEAN WA, 22101
= D: 16437453 2, 2

1749 OLD MEADCHY RD MCLEAM WA 22101

Commit Merge Emplayer | | Cancel
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Select the employer by clicking in the radio button and click Commit Merge
Employer. You will get a message asking if you want to complete the
merger, click OK.

EMPLOYER ADMINISTRATION - MERGE EMPLOYER

DUFLICATE OR INCORRECT EMPLOYER SELECTED:

Employver Name Employer Locations Status  Employees

IC: 1530154 = I 16437458 (TEST) A 3
BASETECH 1749 OLD MEADCHY RD MCLEAM %A 22101

SELECT CORRECT EMPLOYER

select Employer Name Employer Locations Status  Employees
IC: 1530152 = |Ov 16437452 (BASE TECHHOLOGIES) iy u]
BASETECH 1749 OLD MEADCHYY RD MCLEAM %4 22101
=D 16437453 A 2

1749 OLD MEADCHWY RD MCLEAM W2 22101

Commit Merge Employer | | Cancel
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8. You have merged employers. The Review Employer page displays with the
employer information and other locations.

EMPLOYER ADMINISTRATION - REVIEW EMPLOYER

EMPLOYER IMFORMATION
Employer i 1430152

Employer Name: |EIASETECH |*
Created on 111 82010 and Last Updated an 117182010

| Update Narme | | Back to Search |
EMPLOYER LOCATIONS
Select Location Id Location Address Status Employees Delete
O 16437458 TEST null 3
1743 OLD MEADOWY RD, 500
MCLEARN %a, 22101
O 16437453 1749 OLD MEADOWY RD, 500 null 2
MCLEAN WA, 22101
) 16437452 BASE TECHNMOLOGES nll 0 oo
1743 OLD MEADOWY RD, 500
MCLEARN %a, 22101
| Add New Location | | Merge Location | | Resiew Location |

e If you would like to merge locations select the location you would like to
merge by clicking in the radio button, then click Merge Location.

o If there are no employees associated to the employer you may delete the
alternate location by clicking on the red X.

Page 51 of 52




11. REPORTS

Reports are fun from the Reports module.

1. Select the desired report from the dropdown.

ADMINISTRATION REPORTS - REPORT QUERY

SELECT REFORT
REPORT NAME: 5RH I Card Report v
REPORT DESCRIPTION: GRH registered and registered report for ID CARDS

SET REFORT FILTERS

To add report filtergs), select the filter frorn the list, add a condition, enter the value and click on Add Filter' button. You may repeat this
to add rultiple filteks. For a range, select Between' condition and enter two comma separated values, For multiple values, select In'
condition and enter comma delimitted values. For any other condition enter & value. If no filters are used, 3 default report is
generated.

FILTER NAME: b
FILTER CONDITION: v
FILTER VALUE(S):

AMD date_sligiblel=to_date("est", "mmiddiny"

2. Add the Parameters by entering the Filters and click Add Parameter.

SET REPORT FILTERE

To add report filter(s), selectthe filter from the list, add a condition, enter the value and click on ‘Add Filter' button,
to add multiple fiters. Far a range, select 'Between' condition and enter twa comma separated values. Far mult

condition and enter comma delimitied walues. For any other condition enter a value. If no filters are used, a defauy
generated.

FILTER. NAME: -

FILTER. CONDITION: -
FILTER VALUE(S}):

Add Parameter ][ Clear]

AMD date_eligiblel= to_date{test”, "mm/dd b

3. After adding all parameters click Run Report.

Note: Some reports have the option to select data to display or select sort order.
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