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Monthly Ridership Report Instructions (Desktop Version) 

1.) Please visit our website at: https://METRO  
Vanpoolapp.ridemetro.org/signUp/signIn 

2.) Your sign in screen should look like the screen in the picture below.  
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3.) Click on Reports.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4.) Then click on Desktop View to view our website in its original 
desktop version by clicking on the gray Monthly Reporting button.  
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5.) To open a new ridership log, click on New Monthly Report. This  

will bring you to a screen to select which month you would like to create 
the log. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6.) Once you click Open, this should bring you to the new mileage  
screen and your van should be pre-populated for you. If your van is not 
showing or if you changed your van (including loaner vans) you will need to 
search for you vehicle by entering the Vehicle ID. (NOTE: You will only need 
the Vehicle ID or sometimes referred to as the Unit ID on the van's 
paperwork.) If your van is not showing up after you click Search, please call 
METRO Vanpool Customer Service at (713)224-7433 or email us at 
metrovanpoolcs@ridemetro.org and we will be able to assist you. Once 
your van information is confirmed and your mileage is entered, click on 
Save then Non-Revenue Trips.  
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7.) Alternatively, the next two (2) screens you can click on Next to  
bypass. The first screen is "Non-Revenue Trips" which most routes do not 
accrue during their lease. The second one is the "Fare" screen where you 
can enter your subsidy and fare payment information only for your own 
records. METRO Vanpool billing will continue to reconcile the invoices and 
send them out to the primary drivers. 
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8.) The next screen is where you will enter the daily ridership log  
data for each commuter. The roles of the riders are listed, next to each 
commuter's name. If these are not correct, please contact METRO Vanpool 
Customer Service at (713)224-7433 so we can correct the change and 
delete your current month to reflect the changes. Once you are finished, 
you can click on Save and Next. Depending on the accessibility through 
your internet browser, you can enter one code at the top line, and it will 
make each commuter the same entry for that day. Also, please refrain 
from using the “D”, “E”, "X", or "N" codes. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

9.) Then you will click on the Submit tab, this will bring you to the  
confirmation screen where you can click on Submit and close out your 
report for the month. There may be a verification question to ensure the 
data submitted is correctly and the system will automatically verify that 
your monthly mileage reported does not exceed your mileage tier. There is 
a comment section available on this screen that you may fill out as you 
wish, but your request will be taken care of more effectively if you contact 
METRO Vanpool Customer Service at (713)224-7433 or 
metrovanpoolcs@ridemetro.org. 
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10.) When you click on the next arrow button, this will bring you to the final  
confirmation screen where you click on “I confirm…” and Save. There may 
be a verification question to ensure the data submitted is correctly and the 
system will automatically verify that your monthly mileage reported does 
not exceed your mileage tier. There is a comment section available on this 
screen that you may fill out as you wish, but your request will be taken 
care of more effectively if you contact METRO Vanpool Customer Service at 
(713)224-7433 or metrovanpoolcs@ridemetro.org. 

 

 

 

 

 

 

 

 

 

 

11.) Click on Submit to close out your report for the month.  
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Monthly Ridership Report Instructions (Mobile Version)  

1.) Please visit our website at: https://METRO  
Vanpoolapp.ridemetro.org/signUp/signIn 
Your sign in screen should look like the screen in the pictures below. Your sign in 
information is the email address that you receive METRO Vanpool notifications 
with. 
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2.) Click on Reports.  

 

 

 

 
 
 
 
 
 
 
 
 
 

3.) Then click on New Report and click on Select Vanpool. 
 
 
 
 
 
 
 
 

 
 

4.) Click on “I confirm..” and Create. 
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5.) Once you click on Create, this will bring you to a screen of the calendar. 
Click on the first date of the calendar. 

 
 
 
 
 
 

 
 
 
 

6.) This screen is where you will enter the daily ridership log data for each 
commuter. The roles of the riders are listed, by each commuter's 
name. If these are not correct, please contact METRO Vanpool 
Customer Service at (713)224-7433 or metrovanpoolcs@ridemetro.org 
so, we can correct the change and delete your current month to reflect 
the changes. Once you are finished, click on Save and Continue after 
entering your data for each day throughout the month. You can enter 
one code at the top line, and it will make each commuter the same 
entry for that day. Also, every day the vehicle is active please click on at 
least one driver. Please refrain from using the “Day Off”, “Emergency”, 
"Not on Roster", or "Unknown" codes. 
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7.) For the next screen you can click on next button. The screen is  
"Non-Revenue Trips" which most routes may accrue during your  
lease. Click on “Add Trip” to add non-revenue trips. 

 
 
 
 
 
 
 
 
 
 
 
 

8.) Once you click on the next arrow button, this will take you to the 
mileage screen and your van should be pre-populated for you. If your van 
is not showing or if you changed your van (including loaner vans) you will 
need to search for you vehicle by entering the Vehicle ID. (NOTE: You will 
only need the Vehicle ID or sometimes referred to as the Unit ID on the 
van's paperwork.) If your van is not showing up after you click on Search, 
please call METRO Vanpool Customer Service at (713)224-7433 or email us 
at metrovanpoolcs@ridemetro.org and we will be able to assist you. Once 
your van information is confirmed and your mileage is entered, click on 
Save.  
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9.) When you click on the next arrow button, this will bring you to the final  

confirmation screen where you click on “I confirm…” and Save. There may 
be a verification question to ensure the data submitted is correctly and the 
system will automatically verify that your monthly mileage reported does 
not exceed your mileage tier. There is a comment section available on this 
screen that you may fill out as you wish, but your request will be taken 
care of more effectively if you contact METRO Vanpool Customer Service at 
(713)224-7433 or metrovanpoolcs@ridemetro.org. 

 

 

 

 

 

 

 

 

 

 

10.) Click on Submit to close out your report for the month.  
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