Access the “RideScheduler” system via www.nvrides.org
On the first screen, scroll down and click on “RideScheduler.”

On the next screen, type-in your initial assigned Username and Password (both
were sent to you in a separate email) and press the <enter> button.
Please note: you can elect to “Keep me logged in” by placing a check mark in the
box. This means after creating a shortcut and accessing the “RideScheduler”
system in the future, you will not need to enter your Username and Password (if
using the same computer/laptop). If you need help creating a shortcut, please
contact the AHA office and we will identify a volunteer who will be able to help
you.
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YOUR NAME

After you sign in, you will see the blue Welcome screen.
Under the Appointments section (each of these are later explained in detail),
 you can select “Available” to review a list of available appointments for which you can volunteer;
 you can select “My Appointments” to see the appointments to which you have been assigned (future
and past); and
 you can select “Mileage Report” to view and update your hours and mileage as assignments are
completed.
Under the My Info section,
 you can elect to change your password; and
 you can elect to Logout of the system.

Under the Contact Info section,
 You can elect to contact the coordinator if you need to provide feedback about the member, provide
information about a change in the assignment (different or extra destination), ask a question, notify the AHA
office of any fees associated with the assignment (to be used for future reference, as the member is required to
pay/reimburse the volunteer for any fees at the time of assignment).
When this option is selected, a new window will appear on which you can write your question, etc., and
send the email to the AHA Office Ride Scheduler coordinators.
 Community Resources – you can enter any Indirect Hours (e.g., time serving on committees, preparing
the Newsletter, planning and holding events, etc).
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Available Assignments in Ride Scheduler: On this screen, you can view all assignments that are currently available to volunteers. Each assignment
provides the date and time (PU = pick up time and APPT = appointment time) of the assignment; the duration of the trip (How Long), if known, will
be written in the Comments (the AHA office leaves the How Long field blank until the actual hours are known and provided by the volunteer AFTER
the assignment is completed); whether or not the assignment is Round Trip or One Way; the member’s name and type of service requested (e.g.,
transportation, technology, errands, home maintenance, outdoor services, organization/decluttering, and in-home convenience); the pick-up
address, and the destination address.
If you wish to volunteer for one or more of the assignments, press the “Accept” box at the beginning of the row associated with that
assignment(s). Once you “Accept” an assignment(s), the assignment(s) will be removed from the “Available Assignments” and placed in your
“My Appointments.”

Please note: If several members need a ride to an event, there will be an assignment for each of the members. If you can provide a ride to the event
for more than one member, you will need to accept the assignment of each member.
If you click on the green arrow in the column between Pickup Address and Destination Address, it will provide a google map showing the
directions from the member’s home to the destination address. Also, the RED highlighted date means the assignment is within 48 hours.
3|Page
NV Ride Scheduler Volunteer User Manual

Please note: on the bottom row, you will see a number(s) on the left-hand side and also a box with a number (initially “10) on the right-hand side.
The number(s) on the left-hand side indicate how many screens of assignments are available. In the example above, there a 3 screens (1 2 3), each
containing 10 assignments. You may access the additional assignments in two ways: you can either select the “2” and “3” on the left-hand side to
get to the additional screens, or you can increase the number in the box on the right-hand side by using the drop-down “˅” and select a higher
number.

My Appointments (aka Assignments): On this screen, you can view all of the future assignments to which you have been assigned as a volunteer.
You can also view your past assignments by clicking the “Show Past Appointments” button in the top left-hand corner.
Your Name

Once you have accepted an assignment, if you click on the green arrow in the column between Pickup Address and Destination Address, it will
provide a google map showing the directions from your home, to the member’s home, then to the destination address.
Please note: you can elect to view available assignments and your appointments via a daily, weekly, or monthly calendar or table by clicking on the
appropriate word in the blue box above the list of available assignments and your appointments. See next page for an example of a monthly
calendar.
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EXAMPLE OF MONTHLY ASSIGNMENT REPORT (OPTIONS ALSO AVAILABLE ON AVAILABLE ASSIGNMENTS SCREEN)

Your Name

Please note: the system refers to “Driver” on several screens even though an assignment may be for non-transportation services. This is because the
Ride Scheduler system was designed for transportation requests; we have customized the system to the extent possible to also accommodate
requests for other types of services.
Also, the “R” refers to Round Trip and the “1” refers to One Way.
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Mileage Report: On this screen, you can review a list of your completed assignments. This is where you enter/correct your time and mileage after
completing an assignment. In the “Total Time” column, enter your hours (from the time you left your home to the time you returned to your
home) in ¼ hour increments (.00 for full hours, .25 for 15 minutes, .50 for ½ hour, and .75 for 45 minutes). Time should be rounded up to the next
¼ hour increment. For the miles, you need only enter the number of miles in the ODOMETER END field (unless you wish to maintain your actual
Odometer Start and End information, then you can enter information in both fields). After entering your hours and mileage, click on the SAVE
button in the top left or bottom left-hand corner.
This report can be used for tax reporting purposes.

Please note: if you provided a ride to an event for more than one member (that is, you accepted an assignment for each of the members), you will
need to split the mileage and time between each member. For example, if you provided a ride for 2 members, enter ½ of the time/mileage into each
member’s assignments. IF YOU ARE ALSO ATTENDING THE EVENT, ONLY REPORT THE TRAVEL TIME, NOT THE TIME SPENT AT THE ACTUAL EVENT.
Also, you can change the date range of the report by changing the Begin and End Dates and then clicking on “Apply Dates.”
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Emails Announcing Available Assignments: Although highly recommended, you do not have to actually access the Ride Scheduler system on a
daily basis to view and “accept” available assignments. The AHA coordinator(s) will issue emails from time-to-time to announce new available
assignments and solicit volunteers. Below is an example of such an email.

Please note: If you click on the green arrow in the column between Pickup Address and Destination Address, it will provide a google map
showing the directions from the member’s home to the destination address.
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Other Emails from the AHA Coordinator(s)/Ride Scheduler system:
When you “accept” an appointment –
From: aha@athomeinalexandria.org [mailto:email@securescheduler.org]
Sent: Thursday, May 12, 2016 11:23 AM
To: *********@verizon.net
Subject: NV Rides Thank you

[Volunteer’s First Name],
Thank you for accepting the service request of our member, [member’s name], to his/her appointment scheduled for Thursday, July 14 @ 9:15 AM.
Please contact [member’s first name] at [member’s phone number] at your earliest opportunity to confirm the details of this appointment, below,
including the specific appointment and pickup times.
Here are the full details of the ride:
Volunteer: [volunteer’s name] Home: [volunteer phone number] Cell: Work:
Member: [member’s name] Home: [member’s phone number] Cell: Work:
Date: Thu Jul 14, 2016 PU: 9:15 AM APPT: 10:30 AM
Duration: N/A
Comment: Special Care Required - eyesight
duration 1 1/2 hour (parking/wifi available)
Pickup: [member’s home address and telephone number ]
Destination: [destination address]
Round Trip: Round Trip
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When an appointment is “cancelled” –
From: aha@athomeinalexandria.org [mailto:email@securescheduler.org]
Sent: Thursday, May 12, 2016 11:23 AM
To: *********@verizon.net
Subject: NV Rides Thank you

[Volunteer’s First Name],
You were scheduled to provide a service for {member’s name} on {appointment date}.
This assignment has been cancelled and is removed from your appointments.
If you have any questions, please contact the AHA Office at (703) 231-0824.
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