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Vanpool Reporting Instructions 
1. Log in to the Metro Rides profile page using username and password. 

 

2. After logging in, select “Switch Roles” and pick “Reporter”. (Is this obvious on the 
page?  I don’t see it in you example picture. 

3. When a new reporting month begins, the reporting page will request confirmation 
regarding the route, the participants assigned to the van, as well as the start and end 
times. 

 

 

4. If everything is correct, select the (“I confirm that all of the information is correct 
about this route”) button, and select “Submit” at the bottom of the page.  
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Reporting Ridership: 
1. The reporting Calendar will appear. Example Below.   
2. Select the date. 

 
3. All participants’ names will be listed.   

 

A.  Reporting passengers: 
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1. To report individual riders, select the button beside the name.  (“Rode in” 
indicates the passenger rode the van into work. “Rode Out” indicates the 
passenger rode the van home.  

2. If all passengers were riding in the van, and the riders went to and from work, 
then select “Toggle all”. This will fill the ridership for all.   

B.  Reporting Driver: 
3. To Report the driver, select “Drove in” for the driver who drove to work and 

select “Drove Out” for the driver who drove home. 
4. Select: 

1. “Save and Go Back” to save and go back to the previous date. 
2. “Save and Continue” to continue to the next date 
3. “Save Ridership” to save and continue to the Calendar 
4. “Cancel” does not save and continues to the Calendar  

5. Calendar will appear 
6. Click on the “Purple Arrow” 
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Reporting Non-Revenue Trips:  

The Non-revenue Trips Screen will appear: 

 

1. To add a non-revenue trip, select “Add Trip” 
a. Select van listed that made the non-revenue trip. (If a van swap is the reason 

for the trip, 2 non-revenue trip entries are necessary) 
b. Pick the purpose from the dropdown menu 
c. Fill out the dates 
d. Fill out the Odometer Readings. The start of the trip and the end of the trip. 
e. Click “Save” 

 
 



Page 5 of 9 
 

2. Non-Revenue Trip (Explained) 

 
3. To continue select the “Purple Arrow” at the bottom of the page. 

 

 



Page 6 of 9 
 

 

Entering Vehicles: 

 
1. Select the “Search for Vehicle” button. 
2. Search by the Vehicle ID (Ridexxx no spaces), or License Plate  
3. Select “Search” 

 

4. The following Screen will appear: 
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5. Select “Select” on the vehicle in use.  
6. The following screen will appear: 

  
7. Enter Start Date 
8. Ender End Date 
9. Enter Start Odometer 
10. Enter End Odometer  
11. Click “Save”  
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*(Note- This process needs to be completed for every vehicle in use for the reporting month.) 

 

12. To continue select the “Purple Arrow” at the bottom of the page. 
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Submitting the report  

 

1. Enter Comments as necessary. (This may include any Detours, or deviations on 
the route.) 

2. Select the button next to the situation that applies: 
a. The same Vehicle was used for this entire reporting period. 
b. Multiple vehicles were used during this reporting period. 

3. Select the “I confirm that my vanpool roster is correct, and that no additions or 
deletions need to be made. All information in this report is complete and correct.” 

4. Click “Submit”  
 
Note: Once the report is submitted, it is considered closed, and no changes can be made.  
If there is a problem, please reach out to Metro Rides.  
Make sure to submit the report by the 5th of the month. 

 


