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Introduction 
This job aid explains how to create and run reports within WellRyde.  
 
Reports are a useful tool that will allow Transportation Providers to review information in 
a targeted way. 
 
Click on the link below to go directly to that section of the job aid: 

• Creating a New Report 

• Running a Report 
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Creating a New Report 
 

1. Click Activity, found on the left tab 

 

2. Click Reports, found beneath Activity 

 



 

WellRyde Dispatch Portal 

Reporting 

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. 

3 

Creating a New Report 
 

3. To create a new report, click Create Report 

 

4. Fill in the following fields: 
a. Report Name 
b. Report Title 
c. Sub-Title 
d. Report Description (Optional) 
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5. Select the Report Type from the dropdown menu. The most common 
report types are Trip, Trip Billed, and Trip Log. 
 

 

6. Adjust the audience who has access to the report. Normally, these 
buttons and click boxes are left as is. 
 

 

7. Add report filters, as desired, by clicking the +Add Report Filter button. 
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8. Select the information to filter and it should be filtered from each 
dropdown menu. 
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9.  Choose columns you'd like to include in your report. Once you've added 
columns, you can change the order in which they are displayed 
 

 
 

 

 

10. You can schedule reports to be sent out automatically to the emails you 
provide below. To do so, complete the information below. 
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11. To add people within your company to the automated report emails, click 
their name, then click the double right arrow icon to add them. If you’d 
like to remove someone from the automated email list, click their name 
and click the double left arrow icon to remove them. 
 

 

12. If there’s someone you’d like to receive the automated reports, but they 
aren’t on the list in step 11, simple add their email address in the text field. 
Be sure to separate multiple email addresses with a coma.  
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13. Lastly, to save the report you just created, click Run Report (if you’d like to 
see the report you just created). This button both saves the report and 
runs the report. Or, click save. Now each time you click the Reports button 
under the Activity tab, you’ll see the report you created. 
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Running a Report 
 

1. Click Activity, found on the left tab. Click Reports from the dropdown 
menu. See steps 1 and 2 in the Creating a New Report if you need a 
visual reminder of this process. 

2. When the Reports page loads, select the report you’d like to run from 
the list. 

 

3. Select the Trip Date Select Date from the dropdown menu. 
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Running a Report 
 

4. Fill in the rest of the filter fields, as is relevant: 
a. Status = 

b. Rider’s Name like 

c. Trip Id like 

 

 

 
 

 

5. Click Confirm to run the report. 
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6. Once the report loads, select one of the four options from the list: 
a. Refresh List 
b. Export to PDF 
c. Export to Excel 
d. Print 

Important note: reports can be interactively run as a PDF or Excel document, but 
do have record limitations.  

• PDF files: limitation is 150 recods 

• Excel files: limitation is 1,000 records 

If report exceeds the limitations above, the report will need to be scheduled to 
run. Refer to page 6 for instructions on this process. 

 

 


