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Route Workbench Assigning Trips Manually

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:

e Viewing Trips
e Assigning Trips Manually
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Viewing Trips

trips on the map.
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Trip Id Los Status Rider's Name Driver Name Appointment Time | PU Schedule T|
i CIRCO00000030A AMBULATORY CONFIRMED  SPEARS, BRITTANY 3 X © 08:00 AM © 08:00 AM
§  CIRC0000000308 AMBULATORY CONFIRMED  SPEARS, BRITTANY 3 JILL X © 12:00PM @ 00:00

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

Route Date Time Window
01/03/2022 @ 00:00 - 24:00 hrs v ‘ Q Search
Routes Drivers Performance x
Search Route, Driver or Vehicle + Add New Route
Actions v All V‘ ‘ Add/Remove Details v ‘
DIALYSIS: 0 Trip DRAFT H
& Patrice v & van & 8- vehicle- #
B00:00AM-11:59PM  Rev: $0.00 Cost: $0.00 &
03012022_01: 2 Trips H
il P & Sedan & - vehicle- #
B00:00AM-11:59PM  Rev: $0.00 Cost:$0.00 ®
PHYSICAL THERAPYM: 2 Trips DRAFT H
il s ®van & - Vehicle- #*
ES01:00AM-01:00PM  Rev: $0.00 Cost:$0.00 &
MON STANDING ORDE!: 0 Trip DRAFT i
& Janice s ® Sedan & - Vehicle - #
806:00AM-06:00PM  Rev:$0.00 Cost S
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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.

4
) e »
Tips | A Quick Search @ <

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

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.

4
i A
o | Al el - CY

Trip Id LOS Status Rider's Name Driver Name Appc Suggest Routes m
CIRCO00000030A AMBULATORY CONFIRMED  SPEARS, BRITTANY 4 JILL x @ g Build Manual Route
CIRC0O000000308 AMBULATORY CONFIRMED  SPEARS, BRITTANY 4 JILL x @ 1 Build Optimized Route
CIRCO00000020A AMBULATORY ~ DRAFT DOE, MONICA Double click to Enter (@ 1( Add to Route

b i CIRC0000000208 AMBULATORY  DRAFT DOE, MONICA Double click to Enter Gh’ Assign Driver

Unassign Driver
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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

Assign Driver

Selected Trip(s)
Load Nbr Rider Name Trip Date Status Driver Name
CIRCD00000020B DOE, MONICA Jan 3, 2022 12:00:00 PM Created JILL
E}Assign 1o Driver
[Enter Driver Name -
User, Admin '
. Save Changes
Gauvin, Ryan
|

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.

4 .
Trips All | Unplanned Quick Search @ z’l

Trip Id LOS Status Rider's Name Driver Name Appointment Time | PU Schedule Tin
CIRCO00000030A AMBULATORY CONFIRMED SPEARS, BRITTANY 3 JILL X @ 08:00 AM O 08:00 AM
CIRC0O00000030B AMBULATORY CONFIRMED SPEARS, BRITTANY 3 JILL X @ 1200PM © 00:00
CIRC000000020A AMBULATORY  DRAFT DOE, MONICA Double dlick to Enter | @ 10:00 AM © 09:16 AM
§ CIRC000000020B AMBULATORY  DRAFT DOE, MONICA b Dljul]\e click to Enter © 12:00 PM © 00:00
User, Admin

Gauvin, Ryan
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a. Click the trip you want to assign
b. Click the Actions button, then
c. Click Add to Route

:ﬂ,ps All | Unplanned Quick Search m@ 2l
Trip Id . Los Status Rider's Name | Driver Name | Appc Suggest Routes w
CIRCO00000030A AMBULATORY CONFIRMED  SPEARS, BRITTANY 4 JILL x @ g Build Manual Route
CIRC0000000308 AMBULATORY CONFIRMED  SPEARS, BRITTANY 3 i x @ 1: Build Optimized Route
CIRCO00000020A AMBULATORY ~ DRAFT DOE, MONICA Double dlick to Enter @n Add to Route

b i CIRCO000000208 AMBULATORY  DRAFT DOE, MONICA Double click to Enter | @ 1; Assign Driver

Unassign Driver

d. Choose a ' 1
assign the trip

tO, and then Quick Search
e C“Ck the Ad d Route Name Driver Vehicle Start Time End Time # of Trips Status
. O | o3012022.01 JILL 00:00 AM 11:59 PM 2 L]
button in the
| iah ) | piaLysis PATRICE 00:00 AM 11:59 PM 0 [
ower rlg t- E} O | MON STANDING ORDERS JANICE 06:00 AM 06:00 PM 0 [
had corner of O | PHYSICAL THERAPY RYAN 563579 12:00 PM 02:00 PM 0 B
the pOp-Up O | PHYSICAL THERAPYMWF JILL 01:00 AM 01:00 PM 2 B
window. v

Cancel
f.  You must ‘ : a ‘
Confirm Adding the route by cI_icking the Confirm Adding Route 0%
Proceed button on the lower right-hand
corner Of the pop_up screen. The trip added is outside the route window. Do you want to proceed?

v

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

The route could be in draft form and the driver will not see the trip
until the dispatcher release the route to the driver.
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a. Click the trips you want to assign,
b. Click the Actions button, then
c. Click Assign Driver

Home / Route Workbench

Trip Id - LOS Status . Rider's Name . Driver Name . Appc
CIRCO00000030A AMBULATORY CONFIRMED  SPEARS, BRITTANY 3 JILL X Qo
CIRCO00000030B AMBULATORY CONFIRMED  SPEARS, BRITTANY 3 JILL X0 1l

CIRCO00000020A AMBULATORY  DRAFT DQE, MONICA Double click to Enter @ 1

f CIRCO00000020B AMBULATORY  DRAFT DQE, MONICA

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

window.

Selected Trip(s)

Load Nbr Rider Name Trip Date Status

CIRC000000020B

D Assign to Driver

[Enter Driver Name -

DOE, MONICA Jan 3, 2022 12:00:00 PM Created JILL

User, Admin

Gauvin, Ryan
o

e 0O®DO® )
4 ; »
Trps All | Unplanned Quick Search bm@ |

Suggest Routes
Build Manual Route
Build Optimized Route

Add to Route

Double click to Enter G}b Assign Driver

Unassign Driver

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

Assign Driver
X

Driver Name

Save Changes

Add Trips

w

immediately on their WellRyde mobile app.

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
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Assigning Trips Manually

a. Click the trips you want to assign
b. Click the Actions button, then
c. Click Add to Route.

Home / Route Workbench

VOO0 E (I ENE
4 All | Unplanned Quick Search 1
Trips b v

Trip Id LOS Status Rider's Name Driver Name Appc Suggest Routes w
CIRCO00000030A AMBULATORY CONFIRMED  SPEARS, BRITTANY 04 Il x @ g Build Manual Route
CIRCO00000030B AMBULATORY CONFIRMED  SPEARS, BRITTANY 04 JILL x @ 1, Build Optimized Route
{ CIRCO00000020A AMBULATORY ~DRAFT DOE, MONICA Double click to Enter G% Add to Route
b i CIRC0000000208 AMBULATORY  DRAFT DOE, MONICA Double click to Enter | @ 1; AAssign Driver

Unassign Driver
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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.

Add To Route

Quick Search [‘

Route Name Driver Vehicle Start Time End Time # of Trips Status
O | 0301202201 JILL 00:00 AM 11:59 PM 2 ]
O | plaLysis PATRICE 00:00 AM 11:59 PM 0 B
D O | MON STANDING ORDERS JANICE 06:00 AM 06:00 PM 0 B
O | PHYSICAL THERAPY RYAN 563579 12:00 PM 02:00 PM 0 B
O | PHYSICAL THERAPYMWF JILL 01:00 AM 01:00 PM 2 B
v

Cancel m
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