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Introduction 

This job aid explains how to view and assign trips manually. Click on any of the links below to go 

directly to that section of the job aid: 

• Viewing Trips 

• Assigning Trips Manually 
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Viewing Trips 

To view trips in the trip list, click the Trip List icon to see a list of trips and the Map icon to see the 
trips on the map.  
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Assigning Trips Manually 

There are 4 ways to assign trips: 

1. Single Trip to a Single Driver 

2. Single Trip to a Single Route 

3. Assign Multiple Trips to One Driver 

4. Assign Multiple Trips to an Existing Route 

 

Click on the Unplanned Tab. The screen displays a one-by-one trip assignments.  

 

 

1. Single Trip to a Single Driver 

There are two ways to assign a single trip to a single driver: 

Option 1:  

a. Click the checkbox in front of the trip id that you want to assign. 

b. Click the Actions button, and then  

c. Click Assign Driver. 

 

 

 

 

 

 

 

a. c. 

b. 



WellRyde Dispatch Portal 

Route Workbench Assigning Trips Manually 

Copyright 2021. All rights reserved. This document contains trade secret, confidential, and proprietary information. Neither this 
document nor the information it contains may be further disclosed without written permission. 

4 

Assigning Trips Manually 

d. From the Assign Driver window, select the driver to whom you want to assign that 
trip.  

e. Click Save Changes. Or 

 

Option 2: 

The second way to assign a driver to a single trip:  

a. Double click in the Driver Name box and select the driver to whom you want to 
assign that trip. 

If that driver does not already have a route assigned to them, it will create the route for 
them. This is real-time trip assignment to the driver. They will see the trip immediately 
on their WellRyde mobile app.  

 

 

 

 

a. 

d. 

e. 
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Assigning Trips Manually 

2. Single Trip to a Single Route 

a. Click the trip you want to assign 

b. Click the Actions button, then  

c. Click Add to Route 

 

d. Choose a 
route to 
assign the trip 
to, and then  

e. Click the Add 
button in the 
lower right-
had corner of 
the pop-up 
window. 

f. You must 
Confirm Adding the route by clicking the 
Proceed button on the lower right-hand 
corner of the pop-up screen.  

 

The trip will be added to that driver’s 
existing route regardless of trip status. 

Important Note: The route could be in draft form and the driver will not see the trip 
until the dispatcher release the route to the driver. 

 

 

f. 

d. 

e. 

c. 

b. 

a. 
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Assigning Trips Manually 

3. Assign Multiple Trips to One Driver 

a. Click the trips you want to assign,  

b. Click the Actions button, then  

c. Click Assign Driver 

 

d. Choose a driver to assign the trip to, and then  

e. Click the Save Changes button in the lower right-hand corner of the pop-up 
window. 

 

 

 

 

 

 

 

 

If the driver does not already have a route assigned to them, it will create the 
route for them. This is real-time trip assignment to the driver. They will see the trip 
immediately on their WellRyde mobile app. 

 

e. 

d. 

a. 

b. 

c. 
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Assigning Trips Manually 

4. Assign Multiple Trips to an Existing Route  

a. Click the trips you want to assign 

b. Click the Actions button, then  

c. Click Add to Route.  

a. 

b. 

c. 
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Assigning Trips Manually 

d. Choose the route you want to assign the multiple trips to and then  

e. Click the Add button in the lower right-hand corner of the pop-up window. 

When adding trips via the Add to Routes drop down feature, trips may still be draft status. 
Drivers do not see routes in draft status. Only the dispatcher sees routes in draft status.  

Important Note: The route could be in draft form and the driver will not see the trip until 
the dispatcher release the route to the driver. This is real time assignment to the driver. If 
there is no route already for the driver, the system will create a route for the driver. The 
route will be in confirmed status which means the driver can see the trips in the route on 
their mobile app. 

 

 

 

d. 

e. 


