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Getting started

RideView: A User’s Guide

Accessing RideView

ted your accor

with your
s and your new password. The email address for
your account i: john.doe@veyo.com.

Logging in to RideView

Sign In
Rdeview

When your supervisor has set you up to create a
RideView account, you will receive an email invite with a

link to “Activate Your Account.”

RideView is supported on Chrome and Firefox web
browsers. If you have issues accessing RideView, you
may be using an unsupported browser. If this happens,
go back to your email invitation, right click the “Activate
Your Account” link and select “Copy Hyperlink” Then
simply open a Chrome or Firefox browser, and paste the

link into the address bar.

To log in to Veyo RideView, start by visiting

facility.veyo.com on your browser. If you do not have

a username and password, please reach out to the

administrator at your facility.

If you have forgotten your password, click the “Forgot
password?” link in the bottom left corner. You can
then enter your email to recieve a link to reset your

password.

Please Note: We recommend that you use the Google

Chrome browser for the best experience.
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Viewing your trips

The first thing you will see when viewing your trips is

RIDEVIEW ‘1‘ email@email.com

e B P the ‘Trip List’ This shows a list of scheduled trips in

ounts  YourFacilities  Your Passenge

Egers ) - ascending order. You can always view this list by clicking

“Trip List” at the top of your screen. If you have access

14 Statuses Selected T 1172020 End Date Confirmation #

e to multiple facilities, you will see trips to and from all of

20 1000AM  CalmaBlackwood M @ DoB: 0271571952 CONE #: 12345678 those facilities here.
Apr20 1030AM  Stanford Virgo o: @ Do 08/2 CoNE #: 30582
Apr20  12:30 PM Hayden Normanson MID: 50930928 DOB: 04/19/1975 'CONF #: 50908890
e s To refine the list of trips you see, use the filters on the
2:00 PM :y: Mll&;rmd MID: 40828009 WE 03/24/1978 CDNFi‘i :Z:: t O p Of t h e S C re e n )
rolak MID: 5893290 DOB: 2/19 CONF 093902 ° Facility (required]

11:30 AM Nelson Schwartz MID: 20948320 DOB: 02/19/1974 CONF #: 40903909

MID: 6930290 DOB: 03/16/19 CONF #: 9983020

oooooooOoOa0

e Account (required)

e Status

« MID

e« Name

« DOB

o Booking Refernce Number

o Appointment Date Range (by default, RideView will

show you trips occurring in the next 14 days)

Each trip is listed with the date, time, member name,

D20 1230PM  HaydenNomanson  MID: 50930528 A — oo

MID, DOB, and booking refernce number.

To view more information about the trip, click on the
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Viewing information on a specific trip
Once a trip card has been expanded, you will be able to

see:

T AlStatuses T 4/20/2020 5/4/2020 Il ° Rea | _tl me tI’I p Statu S

¢ Member information

Carolnalackwood  MiD: @ boB: 0211571952

| - e Driver contact information

jednesday and Friday EndDate:  05/29/2018

¢ Vehicle information

e e Pickup/drop-off addresses
E ¢ Driver Notes
e Real-time map (Map data will appear if the driver is

using Veya's Driver App)

Apr20 1230PM Hayden Normanson MID: 50930928 DOB: 04/19/1975 ‘CONF #: 50998896

Booking new trips

When you're ready to book a trip for a passenger, please have the following information ready:

e The account name the trip should be booked under

o Passenger details: First and last name, MID or DOB, contact number, additional passenger details (if necessary)
e The appointment location, time, and date

o Name of the facility booking the trip

e Address for the pickup and drop-off location

e The repeating details of the trip (if the trip occurs more than once)

e Trip details including trip reason and mode

e Any special requests/needs for the trip (e.g. service animal, oxygen, extra assistance)

e Full driver notes (no abbreviations)

To book a trip, click on the pink “Request Trip” button on

RIDEVIEW

o the top-right corner of your screen.

Viewing Trips For

Your Facilities
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Searching for a passenger
The first step required to book a trip through RideView is to verify the passenger that you are trying to book for.

On the Passenger Search page, enter in the following

RIDEVIEW i‘ asmith@phoenixhospital.com

information for the member:

< Passenger Search

e Account name

g this trp,
that this tip does not payment for this trip a th
rates.

e First and last name

Passenger Information (Enter All 3)

« MID or DOB (date of birth)
» The appointment date (to check for eligibility)

Identifying Details (Enter at Least 1 of 2)

MID

Eligibility Check @

Appointment Date

Passenger Eligibility

RIDEVIEW “i‘ asmith@phoenixhospital.com

If a passenger is located under another plan - or
multiple plans - you will need to confirm which plan you

CCONFIRM PASSENGER DETAILS are booklng the trlp for

We found a few similar passengers to the one you looked up.
Please confirm which passenger you would like to book for.

You Entered:

cromschos 005 On the Confirm Passenger Details pop-up, you will see

We Found:

e oe] all of the plans that the passenger is eligible to book

Carolina Blackwood DOB: 02/19/1952 MID: A12345678

CONFIRM

trips under.
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Select the plan by clicking on the box that lists the

RIDEVIEW i‘ asmith@phoenixhospital.com

correct information and plan name for that passenger.
If the passenger is located under several plans, please

CONFIRM PASSENGER DETAILS Select the approprlate plan.

We found a few similar passengers to the one you looked up.
Please confirm which passenger you would like to book for.

You Entered:

Once you have selected the correct plan, click Confirm.

ARIZONA COMPLETE HEALTH

Carolina Blackwood DOB:02/19/1952 MID: 12345678

CONFIRM

Booking a round trip

Appointment Details

RIDEVIEW \‘ asmith@phoenixhospital.com

If the member is eligible to book a trip, the Itinerary

=L Details page will appear.

Trip Reason Booking Facility

Enter in:

APPOINTMENT DETAILS

These details will help us set up each trip in your itinerary.

e Trip Reason
O #ppointment @ Discharge

Discharge Date.

6/15/2020 Discharge Time [] This s an immediate itinerary. i s L . Booklng Fac|||ty

oo e SenDigo e If the ltinerary is for an Appointment or a Discharge

Select the number of trps that will be part of ths itinerary

O oneway O RoundTrip @ MuliTip

¢ Appointment Date

National Gity
(] Thisis arepeating itnerary.
Lincol

e Appointment Time
e Immediate intinerary (if applicable)

e Type of Itinerary - Round Trip
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BOOKING FOR CAROLINA BLACKWOOD

CHANGE PASSENGER

o 5\ (a) ENTERITINERARY DETAILS

This information will be the same for every trp i the tinerary

Trip Reason ~  Booking Facility

APPOINTMENT DETAILS
‘These details will help us set up each trp in your itinerary.

@ Avpoinment O Discharge

Appointment Date

6/15/2020

TYPE OF ITINERARY San Diego

Select the number of trips that will be part of this itinerary.

@ onewsy O RoundTrip O MaliTrip

National City
This is a repeating tinerary.
tncor

Ends After

CONTINUE TO TRIP A DETAILS

Repeating Frequency v RepeatsOn -

RIDEVIEW ‘i‘ asmith@phoenixhospital.com

BOOKING FOR CAROLINA BLACKWOOD

CHANGE PASSENGER

Enter the addresses, date and time for the first trp in the itinerary.

Origin Address Destination Address

Departure Date
6/15/2020 Departure Time [ This tip will be picked up on request.

© Addavrver nstruction

PASSENGER DETAILS e T
These details will nsure that the crver s properly equipped for the trip. San Diego
Select the Level of Assistance required by your passenger.

@ curb-to-Curb.

1

O ooortopoor (O Passengerto-passenger

National City

Lincd

Mode of Transportation ~ ~  Additional Companions Primary Contact #

Special Needs (Optional)

[T ReViEW TINERARY

PLEASE ENTER THE FULL ADDRESS YOU ARE LOOKING FOR %

This will allow us to add the address to our system, as long as we can find co-ordinates
forit

Street Address Unit (Optional)

Zip Code

suMIT

RideView: A User’s Guide

Repeating Details
If this is a one-time booking, click “Continue to Trip A

Details” to move onto the next screen.

If the trip will repeat, please review the ‘Booking a

repeating trip’ section of this guide.

Click “Continue to Trip A Details” to move onto the next

screen.

Trip A Details

Now enter the:

e Origin address

o Destination address

e Departure Time

As you type in the address, it will autocomplete using
Google Maps. Once you have entered the address, the
map will update to show the address location and the

departure time will be calculated.

Can't Find an Address?

If the address isn't appearing when you type it in, click
on “Click here to add it manually” and enter the:

e Street Address

e Unit (Optional)

o (ity

e State

o Zip Code

Click ‘Submit’ to verify the address, and move onto the

Destination Address.
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RIDEVIEW

CHANGE PASSENGER

BOOKING FOR CAROLINA BLACKWOOD

7 o 3) ENTERTRIP DET/ LS‘

This information is specific

TRIPB.
Confirm the details for the second trip of thi

origin Adress Destination Address.
4875 Eastgate Mall, San Diego, CA 92121 750 B St, San Diego, CA, 92101

“This trp will be picked up on request.

e
6/15/2020 Departure Time

nstruction Type
~  Driver Instruction

Gate Code
Building Name / #

Censfal Ingtriiction roperly equipped for the trip.

Select the Level of Assistance required by your passenger.
@ cubtocub O Doortodoor () Passengerto-Passenger

[ o

M Primary Contact #
Ambulatory (619) 123-4567

Special Needs (Optional) Coronado

(LI ReviEw ITINERARY

RIDEVIEW ‘1‘ asmith@phoenixhospital.com

CHANGE PASSENGER

BOOKING FOR CAROLINA BLACKWOOD

DK - X6} ENTER TRIP DETAILS.

This information is specific to &

TRIPB.
Confirm the details for the second trip of this itinerary.

Destintion Address.

4875 Eastgate Mall, San Diego, CA 92121 750 B St, San Diego, CA, 92101

Departure Date

6/15/2020 Departure Time “This trip will be picked up on request.

Instruction Type Driver Instruction

Gate Code v 1234

Instruction Type > Driver Instruction

@ Add Another Driver Instruction
PASSENGER DETAILS
These details will ensure that the diver s properly equipped for the trp.

Select the Level of Assistance required by your

@ cubtocub O DoortoDoor

San Qego

Mode o Trensportation vimery Contact #
Ambulatory S K (619) 1234567

Special Needs (Optional) Coronado

RideView: A User’s Guide

Add Driver’s Notes
If specific instructions are needed to be shared with the

Driver, click “Add a Driver Instrcution”

Select the “Instructon Type” and enter text into the
Driver Instructions field. The text will automatically be

saved once you click out of the field.

Passenger Details

Enterin the:

e Level of Assistance

e Mode of Transporation

o Additional passengers (if applicable)

e Primary contact phone number for the member

e Specific needs (e.g. oxygen, service animal, walker)

Click ‘Add Another Trip’ to move onto the next screen, or

click ‘Go Back’ to move back to the previous screen.
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RIDEVIEW

BOOKING FOR CAROLINA BLACKWOOD

CHANGE PASSENGER

7 o (3) ENTERTRIP DETAILS

This information is specific to each tip in the itinerary.

TRIPB.
Confirm the details for the second trip of this tinerary.

Origin Address Destination Address.
4875 Eastgate Mall, San Diego, CA 92121 750 B St, San Diego, CA, 92101

Departure Time ‘This trip will be picked up on request.

Instruction Type ~  Driver Instruction

© A AnotherDrver nstructon
PASSENGER DETAILS
These details will ensure that the driver is properly equipped for the trip.

Select the Level of Assistance required by your passenger.

@© cubtocurb () DoortoDoor () Passenger-to-Passenger

Mode o Trensportation Additional Companions Primary Contact #
Ambulatory i B (619) 123-4567

Special Needs (Optional)

(LI ReViEW ITINERARY

CHANGE PASSENGER

CAROLINA'S PHYSICAL THERAPY TRIP @ it Trip Details

Appointment: 7/7/2020 at 11:00am
Trip Does Not Repeat

@ Edit Trip 1 Details.
tip (Curb-to-Curb

Primary Contact
(619) 1234567

Q 4875 Eastgate Mall

San Diego, CA 92121

‘Additional Companions
1

@ veparts 77772020 at 10:00am SpecialNeeds
None

TIPS ;
AminatoryTip (Cuto-Curb Assistance) () CIEDRLED

O 4875 Eastgate Mall Primary Contact
San Diego, CA 92121 (619) 1234567

Q 7s0Bst Additional Companions.
San Diego, CA 92101 1

@ Departs n 77772020 at 10:008m Special Needs
None

OriverNotes  GateCode:1234  Building Name / #: Center Building

Iitis

3

the facity i respor P

REQUEST TRIP.

for this trip atthe current agreed-upon rates.

(@) asmithephoenixhospitalcom

Sangego

Coronado

(@) asmitheptoenshospiacom

RideView: A User’s Guide

Trip B Details

Confirm prepopulated Trip Details for the additional Trip.
Enterin:

e Departure Time

e Driver’s Notes

Click ‘Review Itinerary’ to move onto the next screen, or

click ‘Go Back’ to move back to the previous screen.

Trip Review
Verify that the member and trip details are correct.

Then click ‘Request Trip’ to book the trip.

To edit Itinerary Details or Trip Details click the Edit
button next to the section needing updates. You will be

taken to the approrite page to make updates.

A booking reference number will be shown on the next

page if the trip is booked successfully.

10
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RIDEVIEW

BOOKING FOR CAROLINA BLACKWOOD

o 7\ (3) ENTERITINERARY DETAILS

Booking a repeating trip

CHANGE PASSENGER

“This information will be the same for every trp in the ftinerary

Trip Reason ~  Booking Facility

APPOINTMENT DETAILS
These details will help us set up each trip in your itinerary.

@ ppomment O Discharge

Appointment Date

6/15/2020 Appointment Time (7] This is an immediate itinerary.

TYPE OF ITINERARY
Select the number of trips that wil be part of this itinerary.

@ onewsy O RoundTrip O MuliTp
This s a repeatiog ineary

Repeating Frequency ~  RepeatsOn

Ends After

RIDEVIEW

BOOKING FOR CAROLINA BLACKWOOD

a o) (a) ENTERITINERARY DETAILS

This information wil be the same for every

Trip Reason ~  Booking Facility

CONTINUE TO TRIP A DETAILS

CHANGE PASSENGER

trip in the itinerary

APPOINTMENT DETAILS
hel

@ Appointment (O Discharge

Appointment Date

6/15/2020 Appointment Time (7] Thisis an immediate itinerary.

TYPE OF ITINERARY
Select the number of trips that will be part of this tinerary.

@ onewsy O RoundTip O wutiTip

[] Thisis a repeating itinerary.

CONTINUE TO TRIP A DETAILS

San Diego

National City.

(§) asmithashocnosptacom

San Diego

National City

Lncan]

RideView: A User’s Guide

Repeating Trips
If the trip will be repeated more than once (e.g. a trip
that occurs every Tuesday at 10am), you can set up a

repeating Itinerary.

Appointment Details
If the member is eligible to book a trip, the Itinerary

Details page will appear.

Enter in:

o Trip Reason

o Booking Facility

o If the Itinerary is for an Appointment or a Discharge
e Appointment Date

e Appointment Time

o Type of Itinerary (One Way, Round Trip, or Multi Trip)
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CHANGE PASSENGER

BOOKING FOR CAROLINA BLACKWOOD

o >\ (3) ENTERITINERARY DETAILS
< = ‘This information will be the same for every trip in the itinerary.

Trip Reason ~  Booking Facility

APPOINTMENT DETAILS
These details will elpus set up each tp in your Hinerary
@ Avpoimment O Discharge

Appointment Date

6/15/2020

TYPE OF ITINERARY San Diego
Select the number of tips that will be partof this iinerary.

@ oneway O RoundTip () MultiTrip
“This i a repeating tnerary.

Repeating Frequency v RepeatsOn v EndsAfter

CONTINUE TO TRIP A DETAILS

RIDEVIEW 3 ‘i‘ asmith@phoenixhospital.com
BOOKING FOR CAROLINA BLACKWOOD
) ENTERTRIP DETAILS

TRIPA
Enter the addresses, date and time for the first trp in the itinerary.

Origin Address Destination Address

Departure Date

6/15/2020 Departure Time [ ] This tip will be picked up on request.

© AddaDriver instructon

PASSENGER DETAILS e iracy
These details will ensure that the driver is properly equipped for the trip. Vi San Diego

Select the Level of Assist

@® cubto-cub () senger-to-Passenger

Coronado

has not

Mode of Transportation Additional Companions Primary Contact #

Special Needs (Optional)

(LTI ReViEW TINERARY

National City

RideView: A User’s Guide

Repeating Details

Now check the “Repeating Itinerary” check box and
enter:

« The repeating frequency

« The day the trip repeats on

« The end date

Click ‘Continue to Trip A’ to move onto the next screen.

Trip A Details

Now enter the:

o Origin address

o Destination address

o Departure Time

As you type in the address, it will autocomplete using
Google Maps. Once you have entered the address, the
map will update to show the address location and the

departure time will be calculated.

12
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Can't Find an Address?

If the address isn't appearing when you type it in, click
on “Click here to add it manually” and enter the:

e Street Address

This will allow us to add the address to n:;:zs«em, s long as we can find co-ordinates ° U n |t (O pt| O na D

Street Address Unit (Optional) ° C |ty

¢ State

Zip Code . Z|p COde

Click ‘Submit’ to verify the address, and move onto the

Destination Address.

Add Driver’s Notes

RIDEVIEW \1\ asmith@phoenixhospital.com

N £OR CAROLINA BLACKWO0D If specific instructions are needed to be shared with the

D@ G mTmmesas AY Driver, click “Add a Driver Instrcution”

TRIPB.

Confirm the detalls for the second trip of this tinerary.

origin Address

4875 Eastgate Mall, San Diego, CA 92121 750 B St, San Diego, CA, 92101 i o KEARNY MESA Select “|I']Struct0n —[—ypen and enter text |nto the Dr|ver

Departure Time ‘This trip will be picked up on request.

Instructions field. The text will automatically be saved

nstruction Type
~  Driver Instruction

once you click out of the field.

Gate Code
Building Name / #

General Instruction e

Select the Level of Assistance required by your passenger.
@ cubtocub () DoortoDoor () Passenger-to-Passenger

|

Mode o Transportation al Primary Contact #
Ambulatory (619) 1234567

Special Needs (Optional) Coronado

(LTI  ReViEW TINERARY
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RIDEVIEW ‘;1‘ asmith@phoenixhospital.com

CHANGE PASSENGER

BOOKING FOR CAROLINA BLACKWOOD

D e 3) ENTERTRIP DETAILS

This information s specific to each trip in the itinerary.

TRIPE

Confirm the details for the second trip of this tinerary.

Destination Addres

Address
4875 Eastgate Mall, San Diego, CA 92121 750 B St, San Diego, CA, 92101

6/15/2020 Departure Time “This trp wil be picked up on request.

i Type
Gate Code

Instruction Type ~  Driver Instruction

© Add Ancther Driver Instructon

PASSENGER DETAILS

the properly equipped for the trip.

passenge
@ curbto-cub () Doorto-Door () Passengerto-Passenger

[t e s vt oot e

San glego

Made of Transpertation Addiional Companions Primary Conact #
Ambulatory S B (619) 1234567

Special Needs (Optional) Coronado

coBack || appanoTHERTRIP | EEGVENLINEICY

RIDEVIEW ] ci\ asmith@phoenixhospital.com

CHANGE PASSENGER

BOOKING FOR CAROLINA BLACKWOOD

D@ @ FEVEwmNeRary
= This information is specifc to each trip n the tinerary.

CAROLINA'S PHYSICAL THERAPY TRIP © cutTrp Detas
Appointment: 7/7/2020 at 11:00arm

Trip Does Not Repeat

@ Edit Trip 1 Details.

Primary Contact
(619) 123-4567

Q 1875 Eastgate Mal Additonal Companion
San Diego, CA 92121 '

@ Departs on 77772020 at 10:008m Special Needs
None

TP B
EditTrip 2 Detal
Amibulatoy T Cuo-Cur Assitance) Q=) ©

Q  4875Eastgate Mall Primary Contact
San Dieg: 1 (619) 1234567

Q 7s0Bst ‘Additional Companions.
San Diego, CA 92101 1

@ Departs n 77772020 at 10:008m Special Needs
None

rverNotes  GateCode:1238  Building Name / #: Center Bulding

San Qego

Ifitis
responsible for payment

REQUEST TRIP

3

for this trip at the current agreed-upon rates.

RIDEVIEW
Booking for Carolina Blackwood

Confirmation

@ YOU HAVE SUCCESSFULLY BOOKED THIS TRIP.
Confirmation Number: 12345678

The trip is current itly being created. It could take a few minutes to appear in your trip list.

Text Message Notifications.
Would this passenger like to receive text message notifications about their trips?

(123) 456 - 7890

By clicking

RideView: A User’s Guide

Passenger Details

Enter in the:

e Level of Assistance

e Mode of Transporation

e Additional passengers (if applicable)

e Primary contact phone number for the member

e Specific needs (e.g. oxygen, service animal, walker)

Click ‘Go Back’ to move back to the previous screen. Click
“Add Another Trip” if another Trip is needed or “Review

Itinerary” if all Trips have been added.

Trip Review
Verify that the member and trip details are correct.

Then click ‘Request Trip’ to book the trip.

To edit Itinerary Details or Trip Details click the Edit

button next to the section needing updates.

A booking reference number will be shown on the next

page if the trip is booked successfully.

The booking reference number will be shown if the trip

is booked successfully.

If the passenger has not already opted into text
message notifications about their trips, you will have
the opportunity to do so on their behalf. Enter a valid

phone number and click “Yes, Receive Text Messages”.
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Booking a single immediate trip

Trip Reason ~  Booking Facility

APPOINTMENT DETAILS
These details will help us set up each trip in your itinerary.

@ ppomment O Discharge

Appoiniment Date
6/15/2020 Appointment Time (7] This is an immediate itinerary.

TYPE OF ITINERARY Ariad San Diego
Select the number of trips that wil be part of this itinerary.

@ onewsy O RoundTp O MuliTrp

NationalCity
[ This s arepeating inerary.

CONTINUE TO TRIP A DETAILS

RIDEVIEW 1\ asmith@phoenixhospital.com

BOOKING FOR CAROLINA BLACKWOOD

Physical Therapy Peregrine Facility

APPOINTMENT DETAILS
help us

@ Appointment (O Discharge

Appointment Date g
6/15/2020 03:30pm This is an immediate itinerary.

TYPE OF ITINERARY 2 San Diego
Select the number of trips that will be part of this itinerary.
@ onewsy O RoundTip O MuliTip

National Ciy.
[] Thisis a repeating itinerary.

CONTINUE TO TRIP A DETAILS

RideView: A User’s Guide

Appointment Details
If the member is eligible to book a trip, the Itinerary

Details page will appear.

Enterin:

o Trip Reason

e Booking Facility

o If the Itinerary is for an Appointment or a Discharge
¢ Appointment Date & Time

e Appointment Time

e Type of Itinerary - One Way

Immediate Itinerary
To set the trip for immediate pick up, check the box

next to “This is an immediate itinerary”.

Appointment time will still be required. You can use an

appointment time of the current time or a future time.
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BOOKING FOR CAROLINA BLACKWOOD

CHANGE PASSENGER

ENTER ITINERARY DETAILS

This information will be the same for every trip in the itinerary.

Trip Reason ~  Booking Facility

APPOINTMENT DETAILS
These details will help us set up each trip in your itinerary.

@ Aopolment

Appointment Date
6/15/2020

TYPE OF ITINERARY San Diego

Select the number of tris that wil be part of this itinerary.

@ oneviay

O roundTip O Muli-Trp

NationalCty
This is  repeating inerary.

Lincol

Ends After

CONTINUE TO TRIP A DETAILS

Repeating Frequency v RepeatsOn

RIDEVIEW ‘1‘ asmith@phoenixhospital.com

BOOKING FOR CAROLINA BLACKWOOD

CHANGE PASSENGER

> ENTERTRIP DETAILS
TRIPA
Enter the addresses, date and time for the first trp in the itinerary.

fic to each trip in the tinerary.

Origin Address Destination Address

Departure Date

6/15/2020 (] This tip wil be picked up on request

Departure Time

@ Add a Driver Instruction

PASSENGER DETAILS G tra
These detais will ensure that the driver is properly equipped for the trp. San Diego
Select the Level of Assistance requiret

@ cubto-cub ()

Mode of Transportation ~ ~  Additional Companions Primary Contact #

Special Needs (Optional)

PLEASE ENTER THE FULL ADDRESS YOU ARE LOOKING FOR x

“This will allow us to add the address to our system, as long as we can find co-ordinates
forit

Street Address Unit (Optional)

Zip Code

suBMIT

National City

Lincd

RideView: A User’s Guide

Repeating Details
If this is a one-time booking, click “Continue to Trip A

Details” to move onto the next screen.

If the trip will repeat, please move onto the next section

of this guide, ‘Booking a repeating trip’.

Click “Continue to Trip A Details” to move onto the next

screen.

Trip A Details

Now enter the:

o Origin address

o Destination address

o Departure Time

As you type in the address, it will autocomplete using
Google Maps. Once you have entered the address, the
map will update to show the address location and the

departure time will be calculated.

Can't Find an Address?

If the address isn't appearing when you type it in, click
on “Click here to add it manually” and enter the:

e Street Address

e Unit (Optional)

o (ity

e State

e Zip Code

Click ‘Submit’ to verify the address, and move onto the

Destination Address.

16
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RIDEVIEW

BOOKING FOR CAROLINA BLACKWOOD

CHANGE PASSENGER

7 o (3) ENTERTRIP DETAILS
= = ‘This information is specific to each trip in the itinerary.

TRIPB.
Confirm the details for the second trip of this itinerary.

Destination Address.
750 B St, San Diego, CA, 92101

origin Address
4875 Eastgate Mall, San Diego, CA 92121

Departure Date

6/15/2020 Departure Time Thistrip wi bepicked up on request.

nstruction Type
~  Driver Instruction

Gate Code
Building Name / #

General Instruction
roperly equipped for the trip.

Select the Level of Assistance required by your passenger.
@® cubtocurb () DoorsoDoor () Passenger-to-Passenger

San Qego
Mode ofTrnsportaion Pimary Contact #
Ambulatory e 1 (619) 123-4567

Special Needs (Optional) Coronado

SOEACK

RIDEVIEW - ‘i‘ asmith@phoenixhospital.com
BOOKING FOR CAROLINA BLACKWOOD

DX XO) ENTER TRIP DETAILS

This information is specific to each tip in the itinerary.

TRIPB.
Confirm the details for the second trip of this tinerary.

origin Address Destination Address.
4875 Eastgate Mall, San Diego, CA 92121 750 B St, San Diego, CA, 92101

Departure Date

6152020 Departure Time This ip will e picked up on request.

Instruction Type ~  Driver Instruction

© dd AnctherDrvr nstructon
PASSENGER DETALLS
These detals willensur thtthe divr is proprly equipped or the i,

Select the Level of Assistance required by your passenger.
@© cubtocub () DoortoDoor () Passenger-to-Passenger

[Tt passens

san Piego

Mode o Transportation Primary Contact #
Ambulatory N L (619) 123-4567

Special Needs (Optional) Coronado

17

RideView: A User’s Guide

Add Driver’s Notes
If specific instructions are needed to be shared with the

Driver, click “Add a Driver Instrcution”

Select “Instructon Type” and enter text into the Driver
Instructions field. The text will automatically be saved

once you click out of the field.

Passenger Details

Enter in the:

e Level of Assistance

e Mode of Transporation

o Additional passengers (if applicable)

e Primary contact phone number for the member

e Specific needs (e.g. oxygen, service animal, walker)

Click ‘Review” to move onto the next screen, or click ‘Go

Back’ to move back to the previous screen.
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RIDEVIEW

BOOKING FOR CAROLINA BLACKWOOD

D @) o REVIEW ITINERARY

“This information is specific to each trip in the itinerary.

CAROLINA'S PHYSICAL THERAPY TRIP
Appointment. 7/7/2020 at 11:00a

Trip Does Not Repeat

@ Departs on 77772020 a 10:008m

© it Trp Detals

@ et Tip 1 eals

Primary Contact
(619) 123-4567

Additional Companions
1

Special Needs
None

benefit policies. I it s

i,

forthis tip a the current agreed-upon rates.

payment

REQUEST TRIP K3

(g) asmithophoenixnospiaiom

San Qego

RideView: A User’s Guide

Trip Review
Verify that the member and trip details are correct.

Then click ‘Request Trip’ to book the trip.

To edit Itinerary Details or Trip Details click the Edit

button next to the section needing updates.

A booking reference number will be shown on the next

page if the trip is booked successfully.

18
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Managing your trips

View all trips for a member

RIDEVIEW

Viewing Trips For

RIDEVIEW

Viewing Trips For
Your Account

Your Passengers

les Your Passengers

Last Name +

Blackwood

M+
50930928

REQUEST TRIP

DoB*+
04/19/1975

Trip Status
Approval Requested, Cancelled,

s
F

/172021

FEWEROPTIONS A~

Jan1  1230PM on Blackwood

Jan1  1:00PM ss0n Blackwood

Jans  11SPM on Blackwood

Jang  200PM ss0n Blackwood

Jan 13 9:00AM on Blackwood

MID: 50930928

MID: 50930928

MID: 50930928

MID: 50930928

MID: 50930928

DOB: 04/19/1975

DOB: 04/19/1975

DOB: 04/19/1975

DOB: 04/19/1975

DOB: 04/19/1975

‘CONF #: 50908890

‘CONF #: 98958030

‘CONF # 08598900

‘CONF #: 50803900

‘CONF #: 84003029

SEARCH RESET

Users with the Case Manger profile are able to view a list
of all scheduled trips for a specific member by clicking

‘My Passenger’s’ trips tab on the top of your screen.

Use the filters on the left side to enter in the member’s:
¢ Account name

e MD

e First and Last Name

« DOB

A list of all of the scheduled trips for that member will

appear.

To view all of the member’s trips at your facility, click
‘View all trips at your facility’ in the top-right corner of

your screen.

Rebook the same trip for a member

Apr20 1030 AM Carolina Blackwood

TRIP1

O 994 Big Rock Canyon o

Q 143 weshireo

MID: 12345678

DOB: 02/15/1952

CONF #: 12345671

19

Expand the trip card for the trip you'd like to rebook by
clicking the blue arrow to the right of the trip. On the
expanded trip card, you will see a ‘Book Again’ button

under each trip.

Click ‘Book Again’ to book another trip with the same
trip information (member information, origin address,

destination address).
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RIDEVIEW = ci‘ asmith@phoenixhospital.com

BOOKING AGAIN FOR CAROLINA BLACKWOOD

[ }@ BOOK ITINERARY AGAIN
= Update a few details to allow this passenger to take the same trip again.

ITINERARY DETAILS
“This information will be the same for every trp in the tinerary.

Top Reason Booking Facilty
Audiology e Peregrine Facility

@ Arpolnment

Appoiniment Time
Appointment Date 10:30am

TRIPA
© 4785 Eastgate Mal, Suite 200
© 7508 Street

Departure Date (7] “This i will e picked up on request

(] Update Passenger Detals

TRIPB
© 7508 Street ABLAVS SanQego

© 4785 Eastgate Mall Suite 200

Departure Date Departure Time ‘This trip will be picked up on request.
Coronado

(] Update PassengerDetalls  Ambulatory Trp (Curb
(123) 4567890

cosack | EGVEELT

RIDEVIEW
BOOKING AGAIN FOR CAROLINA BLACKWOOD

REVIEW ITINERARY
Please confirm the details of this booking

CAROLINA'S PHYSICAL THERAPY TRIP

Appointment: 7/7/2020 at 10:30am

@ catiinerary

Trip Does Not Repeat

Primary Contact
(123) 4567890

Q 4875 Eastgate Mall Additional Companions.
San Diego, CA 92121 1

(©  Departs on 7/7/2020 at 10:00am Special Needs
None

TRIPB.

Ambulatory Trp (Curb-o-Curb Assistance)

O w75 Eastgatewal Primary Contact
San Diego, CA 92121 91254567

Q sst Addtional Companions
San Digo CA 92101 b

@ Departs on7/7/2020 at 10:008m Special Needs
Nove

trip, that this is a valid ifitis
responsible for payment

for this rip at the current agreed-upon rates. A PLAYA San Qego

REQUEST TRIP.

RIDEVIEW

for Carolina

s currently being created. It could take a few minutes to appear in your trip list.

= ] [sommren

Text Message Notifications
Would this passenger like to receive text message notifications about their trips?

(123) 456 - 7890

RideView: A User’s Guide

Enter the new appointment details for the trip. This
includes the appointment date, appointment time, and

booking facility.

Next enter the dates and times for the trips in the

itinerary.

Click “Review Trip” to proceed to the next screen.

Revew the trip details. If Edits are needed, click “Edit

Intinerary” to go back.

Click ‘Request Trip’ to book the trip.

The booking reference number will be shown if the trip

is booked successfully.

If the passenger has not already opted into text
message notifications about their trips, you will have
the opportunity to do so on their behalf. Enter a valid

phone number and click “Yes, Receive Text Messages”.

20
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RideView: A User’s Guide

Request a driver for immediate pickup

Contact the driver of a trip

21

If you have set the pick up time as “On Request”
during the booking process, the Driver will need to be

dispatched to complete the Trip.

To do so, expand the trip card for the trip you'd like to
dispatch by clicking the blue arrow to the right of the
trip. On the expanded trip card, you will see a ‘Dispatch’
button under each trip. Click ‘Dispatch’ under the trip
you'd like to dispatch.

A pop-up screen will ask you to review the request. If
the details look correct, click ‘Dispatch Trip’ to request

an immediate pickup.

If you'd like to contact the driver of a trip, you can reach

them by calling the phone number listed in the trip card.

If the trip is being fulfilled by a Veyo rideshare driver, the
system will generate a temporary phone number and
pin that can be used to contact the driver. Once you call
the phone number, you will be asked to enter the pin.
The call will then connect to the driver. This temporary
phone number will only be available during the duration
of the trip.
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Cancel a single or repeating trip

RideView: A User’s Guide

Cancel a single trip

Expand the trip card of the trip you'd like to cancel by
clicking the blue arrow to the right of the trip. On the
expanded trip card, you will see a ‘Cancel’ button under
each trip. Click on ‘Cancel’ under the trip you'd like to

cancel.

A pop-up screen will ask you to review the cancellation.

If you'd still like to cancel the trip, click ‘Cancel Trip!

Cancel a repeating trip

Expand the trip card of the repeating trip you'd like to
cancel by clicking the blue arrow to the right of the trip.
On the expanded trip card, click on ‘Cancel Repeating

Trip’ in the top-right corner of the trip card.

A pop-up will ask you to review the cancellation. If you'd

still like to cancel the trip, click ‘Cancel Repeating Trip.

2c
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VeyO RideView: A User’s Guide

Managing your users

User management

If you have administrator access, you can add and remove users to your RideView account.
You can also edit a user’s access to include additional facilities or user roles if you manage
multiple facilities or passengers travelling to other locations.

Click on ‘Manage Users’ at the top of your screen to

RIDEVIEW (@) asmithephoenixhospitalom

view a list of all the users associated with your account.

Manage Users

You can see their:

e Full name

e Email
.

Allen Jackson

o List of facilities they can book trips for

o User role (Facility Supervisor, Facility Agent, Case

Manager)

e Status (Active, Pending, Deactivated)

Charley Milford

Add a user

RIDEVIEW __} \Iw asmith@phoenixhospital.com

1o 2ad @ usen clickon Add ser in the top rignt ofyour

screen. Enter in their contact information, determine
whether their role should be a supervisor or agent, and

RIDEVIEW

select which facilities they can manage.

Once you click ‘Create User’ an email will be sent to the

user with login instructions.

CREATE USER




¥
veyo

RIDEVIEW

< Stanford McDonald

smedonald@aptfoundation.com

ABC Foundation - Long Wharf D, ABC Foundation - State St

ABC Foundation - Long Wharf Dr., ABC Foundation - State St

RideView: A User’s Guide

Resend a user’s invite
Click the ‘Edit’ button to the right of the user’'s name on
the user list. Then select ‘Resend Invite’ at the top of

your screen.

Edit a user
Click the ‘Edit’ button to the right of the user’s name
on the user list. Make the changes to their account and

then click ‘Update User!

Please Note: at this time you can't update a user’s email
address. You will need to deactivate their old account
and create a new account for them if their email has

changed.

Add facilities to a user’s account

Click the ‘Edit’ button to the right of the user’s name
on the user list. Then click on facilities. Place a check
box next to the facilities you'd like the user to be able to

access.

24
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Facility Agent

RideView: A User’s Guide

Add user roles to a user’s account
Click the ‘Edit’ button to the right of the user’'s name on
the user list. Then click on user roles. Place a check box

next to the user roles you'd like the user to have.

Deactivate/remove a user
Click the ‘Edit’ button to the right of the user’s name on
the user list. Then select ‘Deactivate’ at the top of your

screen.

A pop-up screen will ask you to confirm the
deactivation. Click ‘Confirm Deactivation’ to remove the

user’s access.

Reactivate a user
Click the ‘Edit’ button to the right of the user’s name
on the user list. Then select ‘Activate’ at the top of your

screen.

A pop-up screen will ask you to confirm the reactivation.

Click ‘Confirm Reactivation’ to restore the user’s access.
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Frequently asked questions (FAQ)

A few FAQs are included below. For more information, please visit facilitysupport.veyo.com.

I've lost my password. How do | reset my password?

If you've lost your password, please click on the ‘Forgot Password’ button on your login screen.
Then just enter the email address connected to your account. In a few minutes you'll receive an
email that will help you reset your password.

Why can’t | book a trip that’s more than 30 days out?

While it is always recommended that you book a trip at least two to three business days in advance,
each health plan may have a different restrictions on how far out you can book a trip. For example,
while some health plans allow scheduling up to 180 days in advance, others only allow scheduling
up to 30 days in advance. RideView won't let you book a trip past the applicable booking window or
eligibility on file.

What if my passenger needs an item that isn’t on the Specific Needs list?

If you need to add a note to the trip that isn’t included in the special equipment list, you can add
additional instructions in the final step of trip booking. These instructions will be seen by the driver
when they are assigned the trip.

Why can’t RideView find my pickup/drop-off location?

RideView must verify the geolocation of every address before it can add that address to a trip. If
you cannot find the correct address, please reach out to the appropriate contact center for further
assistance.

Why isn’t RideView letting me book a trip for a specific passenger?

In order to book a trip for a passenger, they must be included in our eligibility files. If you believe the
passenger should be in our eligibility files, please contact the appropriate contact center for further
assistance.

Why can’t | see the “View My Passenger’s Trips” button?

The “View My Passenger’s Trips” button is only visible to users with the Case Manager profile. If
you serve as a Case Manager and need access to view a passenger’s trip, please reach out to your
administrator to adjust your profile.
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